Exempt / Technical Employee Handbook
July 1, 2018 - June 30, 2021

Welcome to Blue Mountain Community College (BMCC). This handbook is your guide to
information, and we hope you find it useful. It is yours to keep for your length of service with
the College.
PURPOSE OF HANDBOOK
The purpose of this handbook is to provide you with BMCC procedures as they pertain to
exempt/technical employees. Take the time to read it carefully. You will find that it answers many
questions that are routinely asked. If you cannot find the answer to a question, the Office of Human
Resources will be pleased to answer it for you.
This handbook is not intended as a formal or exhaustive statement of employee rights and
responsibilities. It is not a contract of employment and does not confer contractual rights. It is a
summary of BMCC’s Human Resources procedures, rules, and benefits for exempt/technical employees.
Accordingly, BMCC reserves the right to amend, modify, and/or eliminate any of these policies, rules,
procedures, and benefits at any time.
Some of the provisions in this handbook are required by various federal and state law and regulations
and are, therefore, subject to changes from time to time to comply with the changes in those laws and
regulations.
This manual supersedes any prior practices either oral or written; and any other oral or written
provisions, descriptions, or understanding of rules, procedures, and benefits. Any variation from these
procedures in their practical application may not be made without written approval from the President of
Blue Mountain Community College or assigned designee.
It is your responsibility to read, understand, and comply with the terms and conditions in this handbook.
After reading your handbook, please sign and return a copy of the final acknowledgment page to the
Office of Human Resources.
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This handbook applies only to the exempt/technical employees
of Blue Mountain Community College
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1. NON-DISCRIMINATION STATEMENT
It is the policy of the Blue Mountain Community College Board of Education and School District that
there will be no discrimination or harassment on the grounds of race, color, sex, marital status, sexual
orientation, religion, national origin, age or disability in any educational programs, activities or
employment. Persons having questions about equal opportunity and nondiscrimination should contact
the Director of Human Resources at Blue Mountain Community College, 2411 N.W. Carden Ave,
Pendleton OR 97801, Morrow Hall, Phone 541-278-5947.
2. STATEMENT OF PURPOSE
The purpose of this handbook is to provide BMCC procedures as they pertain to exempt/technical
employees. In the event of a conflict between these procedures and general college employment
practices, the provision of these procedures shall apply to exempt/technical employees.
3. DEFINITIONS OF EXEMPT/TECHNICAL EMPLOYEES
Exempt/technical refers to the groups of employees listed below who are excluded from collective
bargaining by provisions of the collective bargaining law; Oregon Employment Relations Board rulings;
or College determination as defined in the Bureau of Labor and Industry Webpage, Technical Assistance
for Employers: Classifying Exempt Employees. The use of the word “employee” in this handbook refers
to exempt/technical personnel.
This handbook encompasses, but is not limited to, the following positions, pursuant to the Fair Labor
Standards Act (FLSA):
President
Vice President
Associate Vice President
Dean
Director
Assistant Director
Manager
Supervisor
Coordinator
Specialist
4. RESPONSIBILITIES OF THE COLLEGE
The College shall provide compensation and benefits to each employee in accordance with the
procedures outlined in this document and shall abide by these procedures as terms and conditions of
employment. Salary ranges shall be set forth in Appendix A of this handbook. Salary levels for individual
employees shall be based on levels of accountability; responsibility; and performance, supported by the
performance evaluations provided for herein.
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Insurance Benefits: Full-time employees will be offered medical, dental, vision, and life insurances that
will go into effect the first of the month following active employment with the College. For example, a
person who begins full-time work anytime on or between the first and last day of March will have
insurance coverage effective April 1. To clarify, even if the employee is hired on the first or last day of a
month, coverage will be effective the first day of the next month. Upon termination of employment, the
last day of the month will be counted as the termination date for the insurances and coverage will lapse
on the first day of the next month. Any payouts of vacation time will not count toward “days worked or
employed” for these or for unemployment purposes. This provision is subject to the insurance carrier
rules.
Employees who resign, retire, or are terminated may be eligible for COBRA. For details on available
insurance coverage please contact the Office of Human Resources.
5. EMPLOYMENT STATUS
Term of Employment: Your employment with BMCC is at will. This means your employment is for an
indefinite period of time and it is subject to termination by you or BMCC, with or without cause, with or
without notice, and at any time. Nothing in this policy or any other policy of BMCC shall be interpreted
to be in conflict with or to eliminate or modify in any way, the at will employment status of BMCC
exempt/technical employees. Employees who are terminated may receive one (1) week’s severance pay
for each year of service to a maximum of six (6) weeks at the discretion of the President.
6. HIRING OF EXEMPT/TECHNICAL EMPLOYEES
The purpose of this provision is to communicate issues regarding the recruitment and hiring of BMCC
employees. It is also the intent of the College to use due diligence in all hiring decisions.
Exempt/technical positions will be posted on the BMCC Website for the benefit of all internal applicants.
However, there is no preference given to internal exempt/technical staff who may apply for open
positions. For current employee hiring procedures please refer to the BMCC StaffWeb at:
http://bluecc.edu/about-bmcc/staff-web/forms-policies-procedures-and-manuals/procedures .
7. POSITION CHANGES
Elimination of Positions: If a general-fund position is eliminated due to reorganization or for financial
reasons, the employee whose position has been eliminated may have the right to a tuition-waiver
option for him/herself, only for one term from the date of termination, at the discretion of the College.
Reassignment: The College has the right to reassign an employee to another position and to effect
changes in job description, job title, and salary. At no time will the employee’s salary be decreased due
to a reassignment.
The College retains the right to change the duties, position, or title of an employee and to adjust
compensation commensurate with changes in position and responsibility.
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Position Description Review: When a request for a position review is initiated by either the supervisor or
the employee based on substantive changes to duties and functions of the position, the request shall be
processed within 60 calendar days from the date of submittal. Annual review of position descriptions
will be made at the time of the employee’s performance evaluation (see below). Revised position
descriptions will be signed at this time.
College/Department Reorganization: Occasionally, the duties and responsibilities of a position within a
College department may change or be reorganized. At such times a review of the position(s) affected
will be conducted to determine if a substantive change has occurred. This process will occur within 30
days of the completion of the reorganization. If the substantive change is approved, the effective date
of the updated position will commence on the first of the month following the review. A substantive
change in a position is defined as a 30% or more change in duties and responsibilities.
Temporary Assignment: When an employee temporarily assumes all of the duties of any other employee
in addition to his/her own duties for a period of longer than 30 calendar days, he/she shall be
compensated at the rate of 110% of his/her salary for the entire duration of the assignment, with a
maximum of one year. If an employee temporarily assumes a portion of the duties of any other
employee in additional to his/her own duties for a period of longer than 30 calendar days, he/she shall
be compensated at a rate to be determined by mutual agreement of the employee, the supervisor, and
Human Resources. A temporary assignment shall last no longer than one (1) year, at which point the
position and salary needs to be reviewed for permanent status. This paragraph may be superseded by
agreement between the affected employee, the immediate supervisor, and the Director of Human
Resources provided that the total compensation for the duration of the assignment equals or does not
exceed the 110% of the salary stated above.
Resignation: An employee may resign in good standing with the College by providing a minimum of two
(2) calendar weeks’ written notice. The President or VP of Administrative Services must approve any
exception to this procedure.
8. EVALUATIONS
The objective of employee evaluation is to define clear goals, improve planning, provide and establish
standards, ensure the position description is current, and establish a professional development plan for
the upcoming year. It provides the supervisor and employee with a means of identifying strengths and
weaknesses and a format to design a specific program to help improve performance where necessary.
Annually, based on the employee’s date of hire, the supervisor shall review the current position
description and shall place an electronic performance evaluation and a professional development plan
(PDP) in the employee’s personnel file, as detailed in the administrative procedure: Performance
Evaluations – All Employees found at http://bluecc.edu/home/showdocument?id=1134 . The employee
shall have the right to respond in writing to the evaluation within thirty (30) days of receipt of the
evaluation and to have the written response included in his/her personnel file. A copy of this written
response will be sent to the employee’s supervisor.
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9. LEAVE TIME (Paid)
ALL LEAVE REQUESTS MUST BE REPORTED IN THE COLLEGE TIME AND ATTENDANCE PROGRAM
BMCC provides vacation benefits to eligible employees to enable them to take paid time off for rest and
recreation. BMCC believes that this time is valuable for employees in order to enhance their productivity
and to make their work experience with BMCC personally satisfying.
Employees shall be provided their regular fringe benefits during any period of paid leaves of absence.
Vacation Leave: Exempt/technical employees on twelve (12) month contracts will accrue twenty (20)
vacation days per contract year. Exempt/technical staff on less than twelve (12) month contracts will
accrue prorated vacation based on one and two-thirds (1-2/3) days per month of contract.
Any vacation shall be scheduled at such time as will least interfere with the business and practice of
BMCC. All requests for vacation leave must be submitted at least two (2) weeks in advance. Likewise,
vacation will be approved by the supervisor two weeks in advance. Requests submitted less than two (2)
weeks in advance will be reviewed by the supervisor on a case by case basis.
Unused vacation, up to 160 hours, shall carry over for use in the following year. Beginning in FY 19-20, if
the supervisor and the employee feel that the use of the vacation time is not possible due to unusual
circumstances and significant impact to the department due to work schedules, the employee will
receive salary compensation for up to 80 hours of unused vacation time over the 160-hour carryover
limit. This payout is an exception and intended to be granted only in rare circumstances. This payout will
be determined by June 1st and paid on the June payroll. Employees must complete the attached form
and submit to their supervisor by February 1st.
Unused accrued vacation, up to 160 hours, shall be paid to the employee upon termination or
retirement.
New full-time employees accrue vacation leave. Vacation leave will begin accruing from the first day of
employment with the College; however, the vacation leave cannot be taken by the employee until the
six (6) month probationary period has been completed. Use of vacation benefits prior to the six (6)
month waiting period is at the discretion of the responsible Vice President or assigned designee.
Jury Duty Leave: Exempt/technical employees shall be granted leaves of absence for required jury duty.
In such instances, the employee shall remit to the College any amount received for such jury duty less
expenses and taxes so there is neither financial gain nor loss to the employee.
Sick Leave: Each full-time exempt/technical employee shall accrue one (1) day, or eight (8) hours, of
leave per calendar month to be used when the employee is unable to work because of illness, injury, or
medical treatment not related to work. Those employees less than full-time will accrue eight (8) hours
per academic term.
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An illness or disability must be reported to the immediate supervisor at its beginning and daily thereafter
unless other circumstances are arranged. Upon returning to work, the employee may be required to
submit a licensed health professional’s certificate as to the employee’s ability to safely return to work
after any illness or disability.
Upon an employee’s retirement, the value of his/her accumulated sick leave may be used in accordance
with Public Employees Retirement System (PERS) procedures for the purpose of computing retirement
benefits where necessary. Refer to PERS for clarification.
Care of Dependents: A maximum of five (5) sick leave days per contract year may be used for the direct
care provided by an exempt/technical employee to care for his/her dependents. Dependents are as
defined by the Oregon Family Leave Act (OFLA) or the Family Medical Leave Act (FMLA). The purpose of
this provision is to provide employees with a vehicle in which to care for dependents without filing the
FMLA/OFLA paperwork for multiple one-day type events (Example: Child home with flu, mother unable
to drive self to doctor office, etc.). This provision will neither increase nor change the individual’s rights
under FMLA or OFLA.
Sick Leave Donation: The purpose of sick leave donation is to provide additional, temporary financial
security for exempt/technical members who personally or within their family experience a serious illness
or accident, as identified in the FMLA/OFLA Acts, that causes him/her to exhaust all paid sick leave.
Details of this benefit are outlined in Addendum B.
Military Training Leave: The College will provide, as specified in Oregon Revised Statues 408.290, up to
fifteen (15) calendar days leave in any calendar year, of which a maximum of eleven (11) work days shall
be paid leave, for required service in the reserve component of the National Guard, Armed Forces, and
Public Health Service.
Bereavement Leave: In the case of death in the employee’s immediate family, the employee may be
granted up to five (5) days of leave with pay by her/his supervisor. The employee shall provide the
earliest possible notice of his/her absence to his/her supervisor. He/she may be required to submit a
written validation of the reason for the leave. Bereavement leave does not accrue, nor is unused
bereavement leave paid out at termination/retirement. Immediate family is as defined by OFLA or any
other person residing in the employee’s household who derives his or her support from the employee,
or his or her spouse, regardless of the relationship. This benefit runs concurrent with and in no way
conflicts with the bereavement leave granted by OFLA.
Personal Leave: Full-time exempt/technical employees working 30 or more hours a week will be granted
three (3) days of leave per fiscal year for personal business. This leave is intended only for personal
matters that cannot be attended to outside of regular working hours. The supervisor must approve
personal leave. Personal leave will be front-loaded at the beginning of the fiscal year and must be used
by the end of the fiscal year in which it is granted.
Funeral Leave: Employees attending funerals may be allowed up to one-half (½) day off with pay. The
time may be extended by the immediate supervisor for out-of-town funerals. However, if the time off
exceeds four (4) hours, the additional leave may be taken as personal leave or vacation.
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10. LEAVE TIME (Unpaid)
ALL LEAVE REQUESTS MUST BE REPORTED IN THE COLLEGE TIME AND ATTENDANCE PROGRAM.
Unpaid Leave: An employee may be granted a leave of absence without pay for up to two (2) years, if
the operation of the College will not be adversely affected by his/her absence. Requests for such leave
shall be submitted in writing and must include a detailed explanation of the reason for the requested
leave of absence. Requests shall be submitted to the College in sufficient time to allow reasonable time
for review. A response to such a request will be given in time to allow the employee adequate notice of
its disposition prior to the period for which the leave is being requested. The response to such requests
will be clearly specified in writing and delivered within forty-five (45) days after the receipt of the
request for unpaid leave. Leaves of absence of less than two (2) weeks can be approved by the President
or by his/her designee or replacement if the President should be absent from the College. Leaves of
absence of more than two (2) weeks shall be submitted to the College Board for its approval or
disapproval.
College fringe benefits shall be discontinued for employees on unpaid leave of absence beginning with
the first full calendar month of leave without pay, except for leaves under the Oregon Family Leave Act
(OFLA) or the Family Medical Leave Act (FMLA). Employees on approved leaves of absence may
continue to pay for insurance coverage at the COBRA rate for up to 18 months or as specified in
applicable state and federal insurance continuation legislation, whichever is greater and applicable. If
this option for continued coverage is selected, employees shall pay their own insurance premiums
beginning with the first full calendar month of leave without pay. Such payments must be received by
the Payroll Office before the 25th of the month preceding coverage.
Military Leave: Employees shall be granted unpaid military leave in accordance with applicable state and
federal laws.
11. PROFESSIONAL INCENTIVE FUND
The funds available for the purpose of providing employees with an opportunity for professional
development will be for activities considered separate from leaves of absence without pay or
professional leaves with pay. The Office of Human Resources will review requests; decisions will be
made based on available funding and established guidelines as listed below.
•
•

The College will potentially benefit from the activity
The activity would be designed to improve the employee’s ability to do his/her job

However, the determination of whether or not the application meets the qualifying criteria shall be
within the sole discretion of the President or assigned designee.
12. PROFESSIONAL LEAVE
The intent of the professional leave monies is to provide salary for professional leave. (This is different
from Professional and Organizational Development and Professional Incentive Fund monies).
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Purpose: The College recognizes that the purpose of professional leave is to benefit the College and its
students. Such leave allows eligible employees an extended period of time free from normal contractual
obligations in order to pursue professional goals. An appropriate request may be in one’s discipline or
any other activity that would contribute substantially to the improvement of the employee’s function at
BMCC. This purpose is consistent with the College’s commitment to the professional growth and
development of all its employees.
Eligibility: Professional leave may be granted after completion of five full-time years, or equivalent, of
service as an exempt/technical employee. Employees will be considered for professional leave to
pursue such activities as, but not limited to, advanced study at a recognized institution; personal study,
research and writing; internship at a federal or state agency; exchange teaching or administration; or
professional consultations.
Duration of Leaves: Professional growth leaves may vary in length from one day a week (e.g., to pursue
an external degree) to a maximum of three consecutive terms off campus.
Employees awarded three terms of professional leave will be eligible to request an additional award only
after another five (5) year period of full-time, or equivalent, employment.
Use of professional travel funds, released time, flexible scheduling, etc., will depend upon the nature of
the request and benefit to the College.
Selection Criteria: Each application shall be considered on its own merits with reference to these two
criteria:
•
•

The leave proposal is directly related and beneficial to the employee in his/her assignment.
The College will benefit from the leave.

Application Procedure: Requests for professional leave of one term or more must be submitted to the
employee’s immediate supervisor at least ninety (90) calendar days prior to the requested leave date. If
the supervisor supports the request, the supervisor will provide a recommendation to the President,
including a plan for carrying out the employee’s job duties, within thirty (30) calendar days after
receiving the request.
All applications shall be in writing and include the following information:
1. A clear description of the proposed activity. If the purpose of the leave is to continue study for
an advanced degree, the proposal shall include detailed information about the course of study,
including information on specific classes. If the purpose of the leave is other than study for an
advanced degree, the applicant shall provide specific information about locations, times, and
kinds of training that are planned.
2. The beginning and ending dates of the professional development leave.
3. A calendar of activities showing the percentage of time to be spent on professional leave
activities.
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4. An explanation of how each component of the leave activity relates to the applicant’s current
assignment.
5. A list of specific skills and knowledge to be acquired.
6. An explanation of how the skills and knowledge acquired will improve the applicant’s job
performance and benefit to the College.
7. If the professional leave requires a replacement, then the request for such professional leave
should be made by January 1st of the year preceding the requested leave for budgeting and
recruitment purposes. Employees may request a waiver of the timeline, if extenuating
circumstances are such that the employee could not have been aware of the professional leave
opportunity at the time the budget was prepared.
Approval: Professional leave requires the support of the immediate supervisor, a recommendation by
the Office of Human Resources, and the approval of the President. Considerations, in addition to the
merit of the request, will be the need for replacement of position, availability of funds, and the impact
on interim College operations. The determination of the fulfillment of qualifying criteria for any leave is
solely within the discretion of the President.
Compensation: Those applying for professional leave are encouraged to seek outside funding.
Compensation from the College during professional leave shall be computed on the basis of the
recipient’s daily contractual salary for the year in which the leave is taken. The following rates apply:
• 85% for a one-term leave
• 75% for a two-term leave or longer
Leave salary may be negotiated if outside funding plus professional leave pay from the College exceeds
the recipient’s full-time annual salary for the period of the leave.
Employees who are granted leave with pay shall retain their professional position. Benefits would be
provided at the current rate during the duration of the leave.
Responsibilities: After returning from any professional leave, an employee shall remain at the College
for a period of time equal to the length of the leave or shall return the salary paid during the leave.
Reimbursement shall be prorated proportionate to the time difference.
The recipient, upon return, will submit a written report to the President and to the immediate
supervisor. The report will summarize and describe work completed during the professional leave and
how the new knowledge will be utilized.
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13. EXEMPT/TECHNICAL EMPLOYEE BENEFITS
Paid Days Off: Exempt/technical employees shall receive the following paid days off:
Holidays

Campus Closed Days

New Year’s Day*
Martin Luther King Holiday
Memorial Day
Independence Day
Labor Day
Veterans’ Day
Thanksgiving Day
Christmas Day*

Friday of Spring Break Week
Friday of Round-Up Week
Friday following Thanksgiving Day
Christmas Eve
Days between Christmas and New Year’s Eve
New Year’s Eve

*When Christmas or New Year’s Day falls on a Saturday or Sunday, the observance for the
holiday will be on either the Friday before or the Monday following the actual holiday, as
determined by the College.

Tuition Waiver: Employees and dependents as herein defined shall be eligible for tuition-free classes at
BMCC not in conflict with their job responsibilities. Registration shall be on a space-available basis.
Retired employees shall also be eligible for tuition-free classes on a space-available basis. There is no
minimum BMCC service requirement for the tuition-waiver benefit. Employees who resign will maintain
their tuition-free status for the remainder of the term at the discretion of the President or appointed
representative.
Family Tuition Waiver: A tuition waiver will be established for qualified spouses and for dependents. A
dependent is defined as: (1) one who lives at the home of the employee, OR (2) one who is a child of the
employee not over twenty-two (22) years of age, regardless of residency; and, in either case, who
depends upon the employee for more than fifty percent (50%) of his/her support. Exempt/technical
employees will be responsible for submitting to the College certifications of qualification for persons
qualifying under this paragraph before their registration for classes.
The tuition waiver is subject to the maximum enrollment limits in a class and is subject to adequate
enrollment of other students in the class, i.e., a standby tuition waiver student will not be counted
toward minimum enrollment in a class unless the College makes a specific exception.
Standby tuition-waived students will be given the lowest priority for registration for classes (i.e., after all
others have had the opportunity to register.)
Exempt/technical employees also are eligible for the Dual-Credit Transcription Fee Waiver for their
children who are in high school taking dual-credit classes.
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Tuition waivers shall cover only tuition and shall not include class fees, books, projects/material costs,
and the like. Beginning Fall 2019, all tuition charges, AFEES and all other fees with the exception of
distance education, shall be waived for employees and their legal dependents living at home.
14. NON-SALARY LONGEVITY BONUS – Board approved August 3, 2011
All regular, full-time exempt/technical employees of BMCC are eligible for non-salary longevity
bonuses which are in appreciation of the employee’s dedication to the institution. Each element of the
bonus will be available to those employees that meet the year of continued service to BMCC. These
bonuses will accumulate through the exempt/tech career. The bonuses are:
At Five (5) years of service: All fees for courses will be waived for the employee and their dependents
(Excluding distance education fees).
At Ten (10) years of service: A discount of 25% will be authorized on all personal purchases at the BMCC
Bookstore (Excluding textbooks).
At fifteen (15) years of service: An annual “floating holiday” will be authorized.
At twenty (20) years of service: Annually all unused vacation leave will be rolled over into the
employee’s sick leave account. (OPSRP)
At twenty-five (25) years of service: An additional annual vacation day will be added.
15. GRIEVANCE PROCEDURE
For the purpose of this document, a grievance is defined as a dispute between an employee and the
College arising out of the application or interpretation of a particular clause of this handbook.
Grievances shall be processed in the following manner and within the stated time limits. Grievances
shall have occurred within the last ten (10) working days or the employee shall have had knowledge of
them of no longer than the past ten (10) working days to be eligible for processing, unless extenuating
circumstances as determined by the Office of Human Resources prevent reasonable adherence to this
requirement.
Step 1: The employee shall attempt to resolve the grievance with the immediate supervisor. If the
grievance is not resolved within ten (10) working days, the employee proceeds to step two (2).
Step 2: The grievance shall be reduced to writing, shall be dated and signed by the employee, and shall
include the following:
1.
2.
3.
4.

A statement of the grievance and the facts upon which it is based.
An attached copy of all pertinent correspondence and/or documents.
The section(s) of this document to which the grievance relates.
The remedial action requested.
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The grievance and accompanying document shall be filed with the Director, Human Resources within ten
(10) working days of the failure of resolution at step one (1) and the Director, Human Resources or
designee shall respond in writing within ten (10) working days of receipt. If the response does not
resolve the issue to the employee’s satisfaction, the employee may proceed to step three (3).
Step 3: The grievance and all accompanying documents shall be filed with the President within ten (10)
working days of the failure of resolution at step two (2). The President or assigned designee shall
respond in writing within 15 working days of receipt of the documents. The President’s decision is final
and binding.
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ADDENDUM A

BLUE MOUNTAIN COMMUNITY COLLEGE
Exempt/Technical Salary Band Schedule Rev 07/2019

POSITION TITLE

MINIMUM

MID POINT

MAXIMUM

Band 1
$82,878

$97,497

$112,116

Vice President, Administrative Services
Vice President, Instruction
Vice President, Public Relations & Advancement
Vice President, Student Affairs
ERP Implementation Project Manager

Band 2
$72,857

$85,708

$98,558

Dean of Instruction: CTE & Community
Education
Dean of Instruction: Arts & Science
Dean of Instruction: Corrections & College Prep

Band 3
$65,430

$77,102

$88,773

Associate Vice President, Finance and Business Operations
Associate Vice President, Information Technology
CN Enterprise System Administrator
Director, Library & Media Services
Executive Director, Foundation (funded 50% GF + benefits)

Band 4
$55,645

Director, Student Financial Assistance
Director, Milton-Freewater Center
Director, Hermiston Center
Director, Workforce Training Center (Boardman)
Director, TRiO and Student Support Services Project
Director of Enrollment Services/Registrar
Director of Apprenticeship

$65,430

$75,451

Manager, Bookstore
Manager, JOBS Program
Director, Athletics, Outreach and Student Life
Director, Student Success Center
Director, Early Childhood Education
Director, College Marketing & Alumni Relations
Director, SBDC
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Regional Director, Baker & Union Counties
Director, Human Resources
Director, Instructional Support Services
Manager, Grants
Director, Marketing

Director, Facilities and Grounds
Coordinator, College Prep
Coordinator, Instructional Designer/Early College
Credit
Director, Education & Early Childhood Education

Band 5
$47,393

$55,645

$61,658

Accountant, Projects & Reporting
Accountant, Grants and Operations
Administrator, Technology Systems
Administrator, Web/Database
Coordinator, Student Life
Coordinator, Hermiston and Precision Irrigated Ag Facility
Coordinator, Early College Connections
Executive Assistant, President
Instructional Computer Specialist, EOCI & TRCI
Supervisor, Helpdesk
Assistant Registrar, Admissions and Enrollment Services

Assistant Athletic Director
Assistant Director, Outreach & Recruitment
Certified Athletic Trainer
Coordinator, CTE Success Coach & Support Resources Program
Band 6
$40,201

$47,393

$54,466

Advisor, TRiO/SSS Project
Ag Lab Technician
Bookstore Assistant Manager
Coordinator, E-Learning
Coordinator, Student Health & Wellness Resource Center
JOBS Coordinator/Facilitator
Specialist, Human Resources
Student Success Coach

Band 7
$27,893

$36,547

$43,384

Coordinator, EMS
COD Community Coordinator Grant County
COD Community Coordinator Union County
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Fire Science Coordinator
Nursing Assistant Training Program Director

ADDENDUM B
SICK LEAVE DONATION
The purpose of sick leave donation is to provide additional, temporary financial security for
exempt/technical employees who personally or within their family experience a serious illness or
accident, as identified in the FMLA/OFLA Acts, that causes him/her to exhaust all paid sick leave.
A. Eligibility. All regular and probationary exempt/technical employees are eligible to be donees or
donors of sick leave. Donors must have a balance of at least 40 hours of sick pay remaining for
their own use after time has been donated. Donees must have exhausted all paid sick leave in
order to be eligible to receive donated sick leave. Requests may be made not only for an
absence due to a exempt/technical employee’s own illness or injury, but also for the care of
his/her spouse or other family members, as identified in the FMLA/OFLA Acts, for which the
employee is providing care and support due to the illness or injury.
B. Donations. Responsibility for requesting sick leave rests solely with the affected employee;
there is no responsibility on the College to seek out possible beneficiaries or donees, other than
making the public announcement that donations are being sought, by whom, and for what
reason. Donations will be made on a voluntary, case-by-case basis and will be made for not less
than 4 hours. Donated leave will be paid at the recipient’s current rate of pay, not the donated
rate.
C. Appropriate Use of Donated Leave. The donee may only use donated sick leave for
compensation during the absence for serious illness or accident after all available paid leaves are
exhausted. However, if donated leave is used to extend an employee’s pay beyond ½ of the
month, the employee will accrue sick leave as usual. If any donated leave is remaining after the
donee returns to work, the extra hours will be returned to the donor(s).
D. Acknowledgment. The College understands that the decision to donate or not to donate unused
sick leave is a decision made by the individual exempt/technical employee. An unfulfilled
request will have no reflection on the College. The College shall be held harmless if a request
goes unfulfilled. This program is voluntary and is not grievable.
E. Procedure to Apply. To apply for sick leave donation, an employees need to:
1. Pick up an Application for Request for Sick Leave Donation from the Payroll
Office.
2. Complete the application and return it to the Payroll Office for verification of
exhausted paid sick leave.
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After the request for Sick Leave Donation has been researched by the Payroll Office one the
following actions will occur:
1. The employee will be notified in writing within fifteen (15) days of receipt of the
application of his/her eligibility for sick leave donation, and then the approved
request will be sent out to fellow exempt/technical employees; or
2. The employee will be notified, in writing, that he/she has not, or will not, have
exhausted all paid sick leave and thus is ineligible to receive such donation.
If the employee’s request has been verified as eligible for such donation, the Office of Human
Resources will notify all exempt/technical employees of the individual’s request for donations.
This notification will include only the employee’s name and reason for the request. The reason
being requested will be stated only as “accident,” “serious illness,” or “care of family member.”
No other details regarding an employee’s request will be made available to other employees.
This is to provide privacy to those requesting donations.
F. Procedure to Donate Hours. To donate unused sick leave, employees must do the following: 1.
Pick up an Application to Donate Unused Sick Leave from the Payroll Office 2. Complete the
application and return it to the Payroll Office.
After the Payroll Office has researched the application to donate unused sick leave one of the
following actions will occur:
1. The employee will be notified in writing within fifteen (15) days of receipt of the
application of his/her eligibility to donate unused sick leave. This notification
will include the number of hours to be deducted, based upon hours indicated on
the application, and the balance of sick leave that will be available after the
donation is made; or
2. The employee will be notified, in writing, that he/she is ineligible to make such
donation, with an explanation of the reason for ineligibility.
Donations will remain confidential and will be known only by the employee donating the leave
and the Payroll Office.
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ADDENDUM C
VACATION EXCEPTION FORM
Must be submitted by February 1.
Employee Name:
Supervisor Name:

Number of Vacation Hours being requested for Payout:
*no more than 80 hours of unused vacation over the 150-hour carryover may be requested

Please use the following space to detail the unusual circumstances and significant impact to the
department due to work schedules that support the request:

Approval:

Supervisor

Date

Routed to:

Human Resources
Payroll

President

Date
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ADDENDUM D

ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK

I acknowledge that I have received and read a copy of the Employee Handbook, which outlines
my working conditions, privileges, and obligations as a BMCC employee and supersedes all prior
handbooks, policies, manuals, and understandings on these subjects. I understand the material
in the handbook constitutes the general policies of BMCC and may be supplemented by more
specific policies. Further, I understand that the handbook and personnel policies of BMCC are
necessarily subject to change. I further understand that this handbook does not in any way
constitute a contract of employment either expressed or implied and does not confer any
contractual rights. Lastly, I recognize that the College may utilize employment assignments for
certain, key positions that may provide such employees with benefits and responsibilities that
may differ from those stated in the personnel policy.

It is my responsibility to read, understand, and comply with the terms and conditions in this
handbook.

Exempt/Technical Employee Signature

_________________
Date

_____________________________________
Print Name
Please return this page to the Human Resources Department

Blue Mountain Community College Exempt/Technical Handbook 2018-2021 – Page 20

