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   Introduction 

Welcome to Lac Courte Oreilles Ojibwe College (LCOOC)

Welcome to LCOOC. We wish you every success in your employment with the College. Part of your 
success will depend upon clearly defined expectations and practices. Many of the general    policies, 

rules and procedures of the College are included in this Employee Handbook. Each employee is 

responsible for observing the rules and regulations of the College as published in the Employee 

Handbook. The Employee Handbook is available online at www.lco.edu . The College reserves 

the right, without prior notice, to make changes in policy and procedure as deemed necessary. 

Statements in this Handbook do not constitute, and should not be construed as, a contract 

with the College.  

Every effort has been made to make this publication accurate.  However, information is subject to 

change. This publication is not a contract, neither explicit nor implied, and Lac Courte Oreilles Ojibwe 
College reserves the right to make changes to the information contained herein.   

For the most recent version, visit www.lco.edu/documents under Staff Resources and Human 
Resources Documents.

Please take the time to read the Employee Handbook carefully and refer to it regularly. It is each 

employee’s responsibility to be familiar with its contents. Please review it and discuss any questions or 

comments with your supervisor or the Human Resources Director.

The College is part of a sovereign nation within the geographical boundaries of the United States. 
Immunity from private lawsuits is one aspect of inherent sovereignty. This means that no private 

lawsuit can be maintained against the College unless the College consents to the action. Nothing in this 
Handbook, including without limitation the provisions found in Article XI Grievances, constitutes a 
waiver of the College’s inherent sovereign immunity.

It is the general policy of the College to extend to its employees, where possible, the rights and 
benefits provided by employers regulated by the laws of the United States. However, the College looks 
to federal employment laws as guidelines only, and nothing in the Employee Handbook shall be 

construed as the College’s consent to application of such laws. The College reserves the right to create 
and modify its employment policies without regard to such laws or interpretations thereof.   

PREFACE

The Employee Handbook is not a contract but is intended solely to give all employees an overview of 

the working conditions at Lac Courte Oreilles Ojibwe College. It is suggested that you read the 
complete Employee Handbook as soon as possible.



PURPOSE

The Employee Handbook will serve as a reference for both new and experienced employees. The 

information contained in this handbook is designed to increase understanding and help to assure 

uniformity in the application of work practices, policies and procedures throughout the organization.  

Any unanswered questions can be referred to your direct supervisor, department head or Human 

Resources Director. Portions of this handbook, like any printed information, may become obsolete 
due to changes in policies, laws, etc. Therefore, to ensure review of the most current information 

employees should always refer to the version of the Employee Handbook posted on the College 

website at www.lco.edu. Supplements and updated information will be posted there and/or the entire 

handbook may be revised as necessary. Employees will be notified via email when changes occur so 

that they may be fully informed concerning the policies and procedures at the College.   

MISSION STATEMENT 

The Lac Courte Oreilles Ojibwe College mission is to provide Anishinaabe communities with post-

secondary and continuing education while advancing the language, culture, and history of the Ojibwe.

PHILOSOPHY 
The College curriculum will reflect identified needs and interests of the Lac Courte Oreilles Band of 
Lake Superior Chippewa by providing academic, vocational, and community programs. The primary 
purpose is to meet the needs of the Native American population and maintain an open-door policy.
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All regular positions will be posted for a minimum of 14 days, with internal and external postings 
occurring simultaneously. Postings will be distributed via the College email system so that employees 
may be informed about the various opportunities available. Qualified college employees are encouraged 
to apply for positions in an effort to provide growth opportunities and to aid in their career 
development. Internal candidates meeting the minimum qualifications listed as required for the position 
will be provided the opportunity to interview for positions for which they apply. Employees currently in 
the role of Adjunct Faculty or Seasonal Employees shall be considered as an internal candidate for 
purposes of interviewing as noted within this area. Indian preference will be the guideline in selecting 
candidates for consideration.    

  

Procedure:  3.1P  -   Posting of Vacancies Procedure   

Policy Number:     3.1               

Policy Title: Posting of Vacancies   

CROSS REFERENCE(S):   
3.1   Posting of Vacancies    



     



LAC COURTE OREILLES OJIBWE UNIVERSITY 

 

Procedure:  3.2P Selection and Hiring Procedure 

 

Policy Area:  Recruitment and Selection 

 

CROSS REFERENCE(S): 

3.2 Employment Application Requirements  

 

 

  
A Selection Committee will be convened no later than the closing date of the posting. The Selection 
Committee will consist of at least three (3) employees representing a cross section of employees 
throughout the University who do not have a conflict of interest among the candidates being 
considered. One of the selection committee employees should be a member of the Executive Council; 
the Human Resources Director does not count for this requirement. At least half of the Selection 
Committee will be Indian employees. 
 
The Human Resources Director will be responsible for the coordination of the selection process and will 
verify that candidate application materials are complete, accurate and submitted on time. The Selection 
Committee will determine which applicants will be interviewed based on the qualifications of each 
candidate in comparison with the qualifications needed for the position. Following the selection of 
candidates, the Human Resources Director will make the necessary arrangements for the interviews. 
The Human Resources Director is responsible for facilitating the interview process and will serve as the 
Chair of the Selection Committee. 
 
If the Selection Committees first choice declines the job offer, the job may be offered to the second 
ranked candidate. If there are no other qualified candidates to consider from the interview process the 
position will be re-posted. 
 
Processes related to the hiring of adjunct (part-time) faculty will be outlined in a policy specific to such 
practice. 
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The employee and supervisor should discuss and determine a schedule when they are able to meet 

regularly, especially at the onset of employment, to provide a time when the employee can ask questions 

and obtain feedback from the supervisor as to their performance. If the supervisor determines the 

employee is not suited for the job, it should not be a surprise to the employee, but instead something that 

has been discussed with him/her along the way during their regular meetings. The supervisor should list, 

in writing, the specific job responsibilities in which improvement is required. By the same token, it is the 

period during which employees are to assess the new job; to decide whether the job is the position they 

anticipated and if it suits their abilities and interests.    

  

Procedure:  3.5P Probationary Period Procedure   

Policy Area: Recruitment and Selection   

CROSS REFERENCE(S):   
3.5   Probationary Period, Recruitment and Selection    
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LAC COURTE OREILLES OJIBWE COLLEGE 

Procedure Number: 7.2P   

Procedure Title: Performance Appraisals Procedure 

 

CROSS REFERENCE(S): 

7.2 Performance Appraisals 

10.7 Professional Development 

 

 

 

 
(1) Supervisors should complete performance appraisals for their subordinate employees upon 

the following occasions: 
(a) By the end of the first three months of initial employment or transfer or promotion to a 

new position. 
(b) In conjunction with the annual review conducted in February each fiscal year to coincide 

with budget planning for professional development. 
(c) When a reduction in staff is necessary. 

 
If a performance appraisal has been completed within three months of the above occasions, a new 
appraisal does not need to be completed. Between scheduled appraisals, supervisors should discuss 
with employees any performance issues that require attention and should keep records of any 
significant incidents utilizing warning and performance improvement plan (PIP) forms provided by the 
Human Resources office when corrective action is necessary.  
 

(2) In evaluating employees, supervisors should consider factors such as the experience and 
training of the employee, the job description, and the employee’s attainment of previously 
set objectives and goals. Other factors that normally should be considered include knowledge 
of the job, quantity and quality of work, promptness in completing assignments, cooperation, 
initiative, reliability, attendance, judgment, conduct, and acceptance of responsibility. 

(3) Supervisors should use the form provided by the Human Resources office to prepare a written 
appraisal of each employee’s job performance. The appraisal should include the supervisor’s 
procedures and recommendations, an action plan for both the employee and supervisor, 
performance goals for the next evaluation period, and professional development (PD) goals 
using the PD tracking form. 

(4) Prior to the performance discussion with the employee, a PIP form to address areas rated 
“needs improvement” or “unacceptable” must be submitted to the department head and 
human resources for review. (PIPs should be conducted on an as-needed basis and may be 
addressed during the yearly review when necessary.) 

(5) The supervisor and employee should meet and discuss the evaluation, assess the employee’s 
strengths and weaknesses in a constructive manner, and set objectives and goals for the 
period ahead. The employee should be given the opportunity to examine the evaluation and 
make written comments about any aspect of it. The employee and supervisor should then 
sign and date the evaluation and forward it to the Human Resources Department for review 
and inclusion in the employee’s personnel file. 
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(6) The President of the College, in coordination with the Human Resources Director, shall review 
each supervisor’s written evaluation to help assure that the valuation function has been 
properly completed in as fair and objective a manner as possible. 

(7) Information derived from the performance appraisal may be considered when making 
decisions affecting training, pay, promotion, transfer, or continued employment. 

 



LAC COURT£ ORElLLES OJlBWE COMiVIUNCTY COLLEGE 

Polley Number: 7.3 

Policy Tide: Disciplinary Action 

CROSS REFERENCE(S): 

None 

Purpose/Policy 

The college, in an effort 10 address unacceptable behavior adheres to the concept of progressive 
discipline. However, depending on the severity of the infraction the college reserves the right to 
immediately accelerate discipline to any step to Include Immediate termination. The steps of 
progressive discipline are as follows: 

a) Verbal Warnings: Initiated by the immediate supervisor for the purpose of correcting
unacceptable work performance. A written record of any verbal warning will be placed in the
employee's personnel file.

b) Written Warning: If an employee does not respond to preliminary talks, has already rece,ved
verbal notification, or has committed a sufficiently serious offense, a written warning may be
given. The employee will receive a copy of the written warning and a co_py will be placed in
the employee's personnel file.

c) Suspension: Based on continuing unacceptable work performance the employee's supervisor
may recommend suspension to the President, who has the authority to suspend an
employee. A written notice of the suspension will be given to the employee and placed In the
employee's personnel file.

d) Termination. Continuation of unacceptable performance may result in termination of 
employment.

The Immediate supervisor, after consulting with their supervisor ·and the Human Resource Director, 
has the authority to implement dlsclpllne as outlined in the steps above. Employees having received 
discipline who contact the Board or Regents and disregard the chain of command will be subject to 
corrective action. Final authority to terminate employment shall rest sotefy w,th the President. No 
record of disciplinary action will be placed ln an employee's Ille without their knowledge.
Date approved: July 21, 2017 

Review date: July 2018 
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LAC COURTE OREILLES OJIBWE COLLEGE 

Procedure Number:  8.2P 

Procedure:  Inclement Weather and College Closings 

CROSS REFERENCE(S): 

Policy 8.2 – Inclement Weather and Other Emergencies 

Procedures 

1. The President or Acting President will determine by 6 am if the College will open or close.
Closure decisions will then be immediately communicated by the Marketing &
Communications Department to local media locations listed below and posted on the College
Website and through email.

• WOJB 88.9

• WRLS 92.3

• WHSM 101.1

• WJMC 96.1

• WAQE 97.7

• WKFX 99.1

• GM0 95.0

• WDIO/WIRT TV

• KBJR TV

Bad River & Red Cliff sites will follow the Ashland and Bayfield school system closures. 
Students and staff of those outreach sites should refer to local media for notices of school 
system closures. The Outreach Site Coordinator will put a message on site voicemail at 715-
682-7111 ext. 1532 for Bad River and 715-779-3700 ext. 4287 stating the site is closed.
Outreach staff will contact the Marketing & Communications Department
(marketing @lco.edu) to have information posted on the College website.

St. Croix outreach site will follow the closures of the Siren School District. Students and staff 
of the St. Croix Outreach Site should refer to local media for notices of Siren school system 
closures. The St. Croix Outreach Site Coordinator will put a message on site voicemail at  
1-800-236-2195 ext. 5312 stating the site is closed.  Outreach staff will contact the Marketing
& Communications Department (marketing @lco.edu) to have information posted on the
College website.

The LdF outreach site closes when the LdF grade school cancels classes. The LdF tribe typically 
closes all its facilities concurrently with LdF School System. Announcements for the LdF School 
System are made on the local television and radio stations. The LdF Outreach Site Advisor will 
put a message on site voicemail at 715-588-3457 stating the site is closed. Outreach staff will 
contact the Marketing & Communications Department (marketing @lco.edu) to have 
information posted on the College website. 



 
2. Questions regarding payroll status, see Policy No. 4.6 Time Cards. 
3. When the College remains open, employees are to determine if they feel it is safe to try and 

come to work or leave early. If employees choose not to come in to work, or choose to leave 
early they will not be paid for hours not worked, but can use annual leave benefits. The 
employee must contact his/her supervisor prior to the scheduled starting time to indicate if 
and when he/she will be arriving to work. 

4. If the College is open and the employee chooses not to come to work or chooses to leave early 
and then the College closes, he/she will receive pay for the hours the College closed provided 
he/she was scheduled to work. 
 

In the event of a fire, storm, or other emergency, safety is most important. Employees are to move to 
a position of safety or exit the building as quickly as possible. Employees are required to follow 
written evacuation procedures. 
 

 













 
 







LAC COURTE OREILLES OJIBWE COMMUNITY COLLEGE 

Policy Number: 9.2 
Policy Title: Annual Leave 

CROSS REFERENCE(S): 
9.2P Annual Leave Procedure 

Purpose/Policy 

Employees eligible for annual leave (full-time non-faculty employees) shall accumulate annual leave 
based upon their total length of fu ll-time service with the college to include any fu ll-time years of 
service with any Lac Courte Oreil les tribal entity. For purposes of vacation benefit eligibility, fu ll t ime 
is defined as working 40 hours or more per week during the academic year. No vacation time w ill be 
accrued beyond the amount outlined below w ithout prior approva l of the President. Employees who 
during the term of their annual agreement are off work for any reason without pay shall not accrue 
vacation t ime wh ile they are away from work. 

Annua l leave accrual begins to accrue on the employee's hire date in posit ions which are eligible for 
this benefit (40 hours or more per week non-faculty employees) and advances to the next annual 
leave level on employee's anniversary date: 

Completed Years of Service 

0 to 3 
4 to 10 

11 + 

Days of Annual Leave 
12 days 
15 days 
18 days 

Accumulated annual leave may be carried over from one fiscal year to the next. This carry over cannot 
exceed 160 hours and any hours beyond that amount not taken will be forfe ited as of the last day of 
each fiscal year. Paycheck remittance or advice slips contain a " running total" of accumulated annual 
leave for each eligible employee. It is the responsibility of each individual employee to stay informed 
about their leave balance. An employee who has successfully completed the 90 day probationary 
period in a benefit eligible position will be pa id for any unutilized annual leave to include up to 160 
hours of accumulated leave plus any leave accumulated but not taken in the year in which their 
employment w ith the college is severed. Accrual for last pay period will be pro-rated if employee 
works less than 80 hours. Employees relieved of their position due to unsatisfactory completion of 
the 90-day probationary period will not be paid accumulated leave. 

Date approved: July 21, 2017 

Review dat e: July 2018 



si:atau1r~n V,
1 1 

h- _ . 

---'dj--'-"'-"'-\.l'-"----'-'f P'--"-1.Aij-'-"-"--'-----P resident 

-sm~· .... ·/_,_U{""'. '--'---=--, _____ Board chair 



Rev 06-30-21 TWT 

LAC COURTE OREILLES OJIBWE COMMUNITY COLLEGE 

 

Procedure:  9.2P Annual Leave Procedure 

 

Policy Area:  Time Off and Leaves of Absence 

 

CROSS REFERENCE(S): 

9.2 Annual Leave Policy 

 

 

The following applies to the utilization of Annual Leave: 
 

a) If an employee is to be away from work on annual leave during their normal work schedule it 
is the responsibility of the employee to inform the immediate supervisor of such prior to the 
time away.  Supervisors have discretion to approve or deny such requests based upon business 
need and the individual employee’s workload and performance. 

b) If at all possible, annual Leave shall be requested by the employee for approval by the 
immediate supervisor at least two (2) weeks in advance. Exceptions may be made in emergency 
situations or in the event of a “last minute” need/decision to take vacation. Regardless of when 
the request is made the vacation is not approved until the supervisor has agreed to the time 
off; 

c) Employees are required to use the College identified leave request forms, complete fully, 
submit to their supervisor for approval, and submit to Human Resources for processing prior 
to the annual leave being taken; 

I. Leave request forms can be found on MyLCO/Employee Info/Bookmarks/LCOOCC 
Leave Slip. 

II. All leave request forms must be submitted to Human Resources for processing in the 
pay period in which the leave time was taken. 

d) An employee who is absent from work without prior approval shall not be allowed to use 
vacation time “after-the-fact” to cover time missed; 

I. Should there be an emergent situation and the employee cannot reach their immediate 
supervisor they shall go up the chain of command until contact and approval can occur 
to someone in their chain of command. 

e) The supervisor may disapprove the Annual Leave when conditions are present that would cause 
hardship to the department or institution; 

f) Advances on time or pay associated with Annual Leave will not be allowed; 
g) Employees shall ensure that they have accurately captured annual leave time on their Outlook 

calendar. 
h) Employees may donate up to 40 hours of their annual leave to another benefit eligible 

employee of the College, whose available balance is zero, up to one time per academic year.  
In order to do so the employee donating the time must complete the Donation of Annual Leave 
Time form which can be obtained from Human Resources.  Hours donated will be an hour-to-
hour transfer, not contingent on the salary or wage of the donor.  Requests to receive donation 
of leave must go through Human Resources office for approval through the President.  The 



Rev 06-30-21 TWT 

Human Resources Director has the right to refuse leave donation requests not related to Sick 
Leave Policy 9.3. 

i) Payout of annual leave will not occur for employees who leave employment prior to completion 
of their initial 90-day probationary period for their first benefit eligible position held with the 
college. 
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LAC COURTE OREILLES OJIBWE UNIVERSITY 

 

Procedure:  9.3P Sick Leave Procedure 

 

Policy Area:  Time Off and Leaves of Absence 

 

CROSS REFERENCE(S): 

9.3 Sick Leave Policy 

 

 

The following applies to the utilization of Sick Leave: 
 

a) If an employee is to be away from work on sick leave during their normal work schedule it is 
the responsibility of the employee to inform the immediate supervisor of such prior to the time 
away. Notification must be sent to the front desk and HR Office in addition to the immediate 
supervisor. 

b) Employees are required to use the University identified leave request forms, complete fully, 
submit to their supervisor for approval, and submit to Human Resources for processing for sick 
leave taken in the pay period in which the leave was taken. Supervisor may submit the leave 
slip for the employee if the employee is not able to do so for the pay period in which the leave 
takes place. 

I. Leave request forms can be found on the University website, www.lco.edu,  under Staff 

Resources, Human Resource Documents, Leave Slip Form. 

c) After three (3) consecutive days of absence, the University reserves the right to request a 
qualified physician’s statement verifying the illness of the employee. The President may 
withhold the employee’s pay or take other disciplinary action for the days of absence, if such a 
statement is requested and not provided within one (1) week after such request is made. 

d) Should an employee sustain an injury or illness which requires a doctor’s release for the 
employee to return to work, or should the immediate supervisor have legitimate concerns as 
to the employee’s ability to return to full work capacity, the supervisor will discuss these 
concerns with the Human Resources Director and the President. Based on the President’s 
approval an independent medical evaluation to establish return to work status may be 
authorized. Such medical review will be at the expense of the University. 

e) Payment will not be made for accrued sick leave upon separation from employment.   
f) Employees may donate up to 40 hours of their sick leave to another benefit eligible employee 

of the University, whose vacation and sick leave balance is zero up to one time per fiscal year.  
The employee receiving the donation must have been approved by LCOOU for 40 hours or more 
of FMLA medical leave. If Employee receiving donation doesn’t qualify for FMLA leave, due to 
length of service, they must be approved by LCOOU for 40 hours or more of medical leave. In 
order to do so the employee donating the time must complete the Donation of Annual Leave 
Time form which can be obtained from Human Resources. The hours donated will be an hour-
to-hour transfer, not contingent on the salary or wage of the donor. Requests for donation of 
leave must be requested by the Employee’s supervisor to the Human Resources office for 

http://www.lco.edu/
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approval through the President. The Human Resources Director has the right to refuse leave 
donation requests not related to Sick Leave Policy 9.3. 

 



LAC COURTE OREILLES OJIBWE UNIVERSITY 

 

Policy Number: 9.4 

Policy Title: Personal Leave 

 

CROSS REFERENCE(S): 

MyLCO Leave Slip Form 

 

 

Purpose/Policy 
 
The purpose of Personal Leave is to take into consideration situations not covered by other leave 
policies provided by the college.  
 
Employees requesting use of personal leave must submit a request in writing with reasoning and 
justification attached to the University designated leave request form to their immediate supervisor 
who will make a recommendation in writing and provide to the President for review and final 
determination prior to the leave occurring. In order to ensure sufficient time for the processes related 
to review to be completed, should the personal leave time be “planned”, it shall be requested no later 
than two weeks prior to the anticipated leave date.  
 
Personal leave may be granted, with pay, and after obtaining prior approval as noted above for the 
following circumstances: 
 

a) Critical illness or death of an individual where a close personal relationship exists but is not 
covered by the term “immediate family.” 

b) The University will provide four weeks (160 hours) of paid maternity leave to deliver and/or 
care for a newborn child. Paternity leave may be granted for one week (40 hours) with pay. 

c) Full-time faculty members are eligible to have (1) paid personal leave day each semester for a 
total of (2) days paid personal leave per current academic year which must be requested in 
writing to the Academic Dean; University President approval is not required for this leave. 

d) The situations listed below which may qualify for Personal Leave shall not exceed a cumulative 
total of five (5) working days per year unless specific approval for extended time is obtained in 
advance: 

i. Unusual conditions (acts of God and/or natural disasters) over which the 
employee has no control, and which require his/her presence. 

ii. Recognized religious holidays or observances for beliefs not observed by the 
University calendar. 

iii. Other unanticipated absence if the reason for the absence is judged to be 
grave or important enough by the immediate supervisor and President. 

iv. Requests for observances for traditional Native American ceremonies will be  
reviewed by the Cultural Advising Committee who will make a 
recommendation for approval to the President. Based on the 
recommendation of the committee, President will determine the number of 
days needed (See Item (d) above). 
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It is Lac Courte Oreilles Ojibwa Community College’s (the College) intent to comply with the 
requirements of the federal Family and Medical Leave Act (FMLA).    

Eligibility:   

To be eligible for federal FMLA leave, the employee must (1) have been employed by the College for at 
least 12 months; (2) have worked at least 1,250 hours during the 12-month period immediately 
preceding the commencement of the requested leave.   

The College will inform employees requesting leave whether they meet the basic eligibility requirements 
for federal FMLA leave. At the same time, the College will inform the employee of any additional 
information required to verify that the need for leave is for a FMLA-qualifying reason and employee’s 
rights and responsibilities while taking FMLA leave.   

Types of Leave and Amount of Leave Available:   

Generally, federal law allows eligible employees to take up to 12 weeks of unpaid leave in a rolling year 
(measured backward from the date an employee uses any FMLA leave) for one or any combination of 
the following reasons:   

1. Family leave for the birth of an employee’s child or because of the placement of a child with the 
employee for adoption or foster care;  

2. Family leave to care for a child, spouse, or parent suffering from a serious health condition;  

3. Medical leave for an employee to care for his/her own serious health condition.  

Notify the College of the need for Family or Medical Leave:   

  1. Requesting Leave  

In all instances, the College will require an eligible employee to submit a completed Request for 
Family and Medical Leave Form to Human Resources. Forms are available in the Human 
Resources Department.  

When asking for FMLA leave, an employee must provide sufficient information for the College to 

determine if the absence may qualify for FMLA protection and the anticipated timing and 

duration of the leave. Sufficient information may include that, because of a serious health 

condition, the employee is unable to perform job functions, a family member is unable to 

perform daily activities, or the employee or family member require hospitalization or continuing 

treatment. The College may then collect other information from the employee to properly  
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determine whether the absence will be treated as FMLA leave. If the employee is seeking leave 
for an FMLA-qualifying reason for which the College has previously provided FMLA-protected 
leave, the employee must specifically refer to the qualifying reason for leave or the need for 
FMLA leave which has been previously taken or certified. Failure to do so may result in the delay 
or denial of FMLA approved leave.   

         2. Timing of Request for Leave  

Generally, if the need for FMLA is foreseeable, an employee’s request for FMLA leave should be 
submitted as far in advance as possible, and no later than 30 days before the leave is expected to 
commence. If the approximate timing of the need for leave is not foreseeable, employees should 
give notice of the need for leave as far in advance as practicable.  

If the employee is capable of complying with the College’s normal call-in and reporting 
procedures or arranging for the College to receive timely notice of the employee’s absence, and 
fails to do so, the College may deny or delay the FMLA leave.  

Certification of the FMLA-Qualifying Need for Leave:   

The College requires employees to submit a completed Certification Form verifying the need for FMLA 
leave. The specific form required will depend upon the reason for the leave request; however, it will be 
one of the following, all of which are available in Human Resources:   

    Certification of Health Care Provider for Employee’s Serious Health Condition Form   

    Certification of Health Care Provider for Family Member’s Serious Health Condition Form   

  Certification of Serious Injury or Illness of Covered Servicemember for Military Family Leave Form   

    Certification of Serious Injury or Illness of Covered Veteran for Military Family Leave Form   

The applicable Certification Form must be completed by the appropriate individual (the treating health 
care provider for a serious health condition; any authorized health care provider in the case of a serious 
illness or injury of a servicemember). Employees must return the Certification Form to Human Resources 
within 15 calendar days after the date of the College’s request. If an employee cannot comply with this 
deadline, the employee must contact Human Resources and request, in writing, an extension prior to the 
date the form is due. The College has complete discretion on whether an extension will, in fact, be 
granted. Failure to timely return the form and/or request an extension may result in the denial of the 
employee’s FMLA leave request.   

Additional Certifications of Serious Health Conditions:   

If the College has a reason to question the validity of a medical certification of a serious health condition 
completed by a health care provider of the employee or the employee’s family member, an employee 
may be required to provide a second certification from a healthcare provider selected and paid for by the 
College. If the second opinion differs from the first, a third opinion may be required. The healthcare 
provider for the third opinion must be mutually chosen by the employee and the College and paid for by   
the College. The third opinion, by law, is binding on all parties. This provision shall also apply to 

certifications of a serious illness or injury for a covered servicemember where permitted by law.   

 

Periodic recertification and annual certifications to verify that an employee’s or employee’s family   



 

member’s serious health condition is ongoing may be required as provided by the law. Failure to provide 
this certification within 15 days of a request will result in the delay or denial of the leave.   

Designation of FMLA Leave:   

The College will provide employees a Designation Notice informing employees whether the leave will be 
designated as FMLA-protected and, if so, the amount of leave counted against the employee’s leave 
entitlement.    

Use of Paid and Unpaid Leave:   

Under federal law, the employee may elect or the College may require that the employee substitute 
accrued vacation, disability, personal or other College-provided paid leave during periods of federal 
FMLA leave. However, the College may prohibit the substitution of any accrued paid leave where the 
employee does not otherwise meet the conditions for use of such leave. Please consult the College’s 
applicable policies for more information on the requirements for conditions of use.   

When paid benefits are substituted for the otherwise unpaid time, the employee is using the benefits 
concurrently with FMLA leave and those benefits will not be available to the employee later. Similarly, 
substitution or use of paid leave does not extend the amount of FMLA leave available to an employee, it 
provides for pay.   

As appropriate, employees on medical leave (for the employee’s own serious health condition) may 
simultaneously be eligible for and receive workers’ compensation income replacement benefits. In such 
cases, such benefits will run concurrently with this FMLA leave.   

Intermittent and Reduced Schedule Leave:   

Intermittent leave or reduced schedule leave will be permitted when it is medically necessary. If an 
employee wants to take family leave for the birth or placement of a child for adoption or foster care on 
an intermittent basis (as opposed to taking leave on a continuous basis), the employee should discuss 
this with Human Resources. Such a request may not be granted in all instances. Intermittent leave and 
reduced schedule leave for planned medical treatment should be scheduled with minimal disruption to 
the employer’s operations. As practicable, medical appointments and treatment related to a serious 
health condition or a covered servicemember’s serious illness or injury must be scheduled outside of 
working hours or at such times as allow for a minimal amount of time away from work.   

If leave is taken on an intermittent or reduced schedule basis, the employee may, in some cases, be 
temporarily transferred to another job with no reduction in pay and benefits if the new position would 
better accommodate recurring periods of leave than the employee’s regular position.   

Benefit Continuation During Leave   

Employees may elect to continue group health insurance coverage while on leave in the same manner as 

if the employee continued working. Employees will be required to continue to pay their portion of the 

premium as if they had continued working. Other employment benefits, such as group life insurance, 

etc., will also be continued during the leave, so long as the employee continues to pay any required 

contribution. If an employee has pay substituted for otherwise unpaid FMLA leave or has appropriate  

pay available, the employee contribution toward the insurance premium will be deducted as part of a 

normal payroll deduction to the extent permitted by law.  To the extent a payroll deduction is not   



 

available to fully cover the employee contribution, the employee must make the appropriate premium 
payment no later than the pay day to which coverage relates. If an employee does not make the 
appropriate employee contribution to the cost of group health plan coverage within 30 days of the 
payment’s due date, the employee’s group term health benefits will cease.   

Rights upon Return from Leave:   

An employee who takes leave under this policy will be reinstated to the same position or an equivalent 
position upon completion of the leave. However, the law provides that an employee has no greater 
rights upon a return from leave than the individual would have had if he/she had continued to work. 
Therefore, an employee may be affected by a layoff or other job change if the action would have 
occurred had the employee remained actively at work.   
   

Return to Work Release   

If leave has been taken due to the employee’s own serious health condition, the employee must provide 
a Return to Work Release to Human Resources before the employee returns to work. Failure to provide 
a Return to Work Release form may result in the delay or denial of job restoration. Return to Work 
Release forms should be obtained through and completed by the employee’s primary physician and 
then submitted to Human Resources.   
   

Periodic Reports and Intent to Return to Work:   

While on leave, employees are requested to report periodically to the College regarding their status and 
their intent to return to work. Any changes in status that would affect the employee’s estimated return 
to work date needs to be reported immediately to Human Resources.   
   

Extensions of Leave:   

An employee is expected to return to work upon expiration of an approved leave. An employee needing 
an extension of an approved leave must notify Human Resources of the need for the leave extension 
promptly after learning of need for the extension. Extensions may be granted under other College 
policies and/or other laws. If an employee fails to report to work promptly upon expiration of approved 
FMLA leave any additional absences will be considered unexcused and treated in accordance with the 
College’s applicable workplace policies.   
   

A request for an extension must be in writing and accompanied by any required forms prior to the 
expiration of the original leave. The College does not guarantee an extension will be granted, and the 
continuation of benefits, substitution of other paid leave, and job availability may change if an extension 
is granted.   
   

Miscellaneous:   

The Wage and Hour Division of the U.S. Department of Labor is the federal agency that regulates the 

federal FMLA. Federal law makes it unlawful for an employer to interfere with, restrain, or deny the 

exercise of any right provided under the FMLA; or to discharge or discriminate against any person for 

opposing any practice made unlawful by the FMLA or for the involvement in any proceeding under or 

relating to the FMLA. Nothing in the FMLA affects any federal law prohibiting discrimination, or 

supersedes local law or collective bargaining agreement which provides greater family and medical 

leave rights. Employees have the right to file a complaint with the U.S. Department of Labor (“DOL”) or 



 

 bring a private lawsuit if they feel the College has violated their rights under the FMLA. For more 

information, you may contact the DOL at 866-487-9243 or www.wagehour.dol.gov. That being said, it is  

the preference of the College that its employees first bring any concerns to the attention of the Human 

Resources Department. 

 

Questions regarding this procedure should be directed to Human Resources. 
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Information within this procedure outlines procedural aspects associated with a full time faculty 
member who wishes to take a sabbatical leave. Sabbatical leave not to exceed one (1) year may be 
granted under the following conditions:   

a) The employee must submit a written request for the leave to include a Professional 
Development Plan to his/her immediate supervisor. Such submission must be made at least six 
months prior to the start of the requested leave. The supervisor along with the academic dean 
will review the written request and employee’s most current performance evaluation prior to 
making a recommendation to the President for final decision concerning the leave request. The 
academic dean will review the request and recommendation to grant or deny the leave with 
the President prior to communicating the decision to the employee;   

b) The college shall continue to make the monthly premium contributions to the employee’s 
group health insurance. The employee will be required to continue payment of the premium 
for their portion of the medical coverage premiums during this leave. Such payments shall be 
made directly to the Business Office on the first of the month for the month of upcoming 
coverage.  If the employee fails to make payment for their cost of the benefit premiums within 
30 days of the payment due date the employee’s benefits will cease.   

c) The employee must sign a letter of intent to remain employed with the college for a period of 
one (1) year following the completion of their Sabbatical Leave. If the letter of intent is broken 
by the employee, he/she must repay the College the insurance premiums paid by the College.   

A request for Sabbatical Leave that involves anything less than attending school full time will be 

addressed at the discretion of the President and will be agreed to only after all parties have committed 

to the process through a written agreement.  
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Procedure Number: 10.5P   

Procedure Title: Workers’ Compensation Insurance Program Procedure 

 

CROSS REFERENCE(S): 

10.5 Workers Compensation Policy 

 

Workers’ Compensation Insurance is provided exclusively to cover accidents and illnesses 
sustained in the course of employment. This procedure is to provide direction when 
accidents/injuries/illnesses occur while associated with employment activities. An 
Accident/Injury/Illness Report form needs to be completed no matter how minor an injury may 
appear. Forms are available through the Human Resources office. 
 
What to do if an Accident/Injury Occurs: 
 

1. Seek necessary medical attention as appropriate from the College Nursing Department or 
a medical facility. 

2. Notify your supervisor of the accident/injury/illness within 24 hours of the incident. 
3. Within 24 hours of the accident/injury/illness notify the Human Resources office to 

provide information to complete the Accident/Injury/Illness Report form.  The Human 
Resources office will provide notification of accident/injury/illness to appropriate staff. 

4. The Human Resources office will process a First Report of injury as required by the State 
of Wisconsin and submit it to the State and the College’s workers’ compensation 
insurance company for employee accident/injury/illness. The workers’ compensation 
insurance company will follow up with the individual who has an accident/injury/illness 
that results in loss of time or when outside medical services have been provided. 

5. Complete a College Incident Report which can be found on the website, 
www.lco.edu/documents under Forms. 

 
Medical Attention Other Than College Nursing Department 
 

1. When checking in for medical services, the employee should inform the facility that the visit is 
for a work-related injury or illness. 

2. All billings for services rendered for accident/injury/illness should be sent to: LCO Ojibwe 
College, Human Resources, 13466 W. Trepania Rd., Hayward, WI 54843. Contact telephone 
number 715-634-4790 ex. 198. 

3. The employee should contact Human Resources to notify them that medical care was 
obtained. (715-634-4790 ex. 198) 
All billings/claims received by an individual for a work-related accident/injury/illness are to be 
forwarded to Human Resources.      
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Needs Assessment   

To assist in the selection process related to professional development requests, department heads will 
annually develop goals and priorities for the upcoming year and identify the professional development 
needs required to support the goals.  This process should be a collaborative effort between supervisor 
and their respective faculty/staff.   

Selection Criteria   

Factors which may influence the decision to support employee participation in a professional 
development opportunity include, but are not limited to, the following:   

a. Alignment with department goals and college-wide strategic priorities, or enhancement of 
leadership capacity within the College.  

b. Employee’s need for training and relevancy to current job duties/responsibilities.  

I.   Identification of such need should be included on the employees performance 
evaluation form in the professional development goals area.   

c. Department and College’s needs as well as training needs of other College employees. d.  

 Availability of College resources.  

e. Cost implications for the College based on the details of the specific event (i.e. local vs. long 
distance events).  

f. Advantages of one type of training over another type that is available (i.e. online vs. in-person 
workshops/trainings).  

g. Effect on workload on other employees.  

Application   

Individuals interested in applying for funds for professional development, which have been approved by 
their supervisor and included in the budget, must complete and submit Form 10.7F (attached) to Human 
Resources, with their supervisor’s approval, no later than 21 days prior to the date when funds are to 
be distributed.  (Forms are due to supervisors for approval 30 days prior to travel date or event date if 
travel is not necessary.)   

It is the expectation of the College that when applicable any employee who receives support to 

participate in a professional development event/activity will share the benefits of their experience by 

providing a brief presentation that is to be delivered to their department or larger audience within the 

College.     
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LCOOU Professional Development Application Form 10.7F 

This form must be submitted to your supervisor for approval no later than 30 days prior to the date employee leaves for 
training and approved form must be received by Human Resources no later than 21 days prior to that date.  Incomplete 
forms will be returned to the supervisor. 

Name:  Date: 

Position Title: 

In accordance with the LCOOU Professional Development Plan and my individual professional development plan 
included in my annual performance evaluation document, I would like to complete the following professional 
development activities as part of my employment.   

I will arrange for coverage of my job duties if my attendance will conflict with my job responsibilities. 

Give a brief description of the requested activity, seminar, or class. 

Name of Event:   

Date(s) of Event:  

Location: 

Total Funds ($) Requested: 

Registration: Travel: 

Fund Code for Payment:  35-49001-60101

Description of Event: 

State how this activity meets the identified Selection Criteria as outlined in the Professional Development Procedural 
Guidelines:  

Employee agrees to provide a brief presentation of the benefits of this experience to their department or larger 
audience within the University. 

Requesting Employee’s Signature:  ______________________________ Date: _________________ 

Supervisor’s Signature: _______________________________________ Date: _________________ 

Director of Human Resource signature: _______________________________________ 

Approved: $ _______________   Denied 

Registration to be completed by individual employee requesting funds or department. 
Travel arrangements must be requested through the Business Office procedure at least two weeks in advance of travel date.

Please attach backup to document the event and fees. 

tthimm
Highlight
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Procedure Number:  13.1P    

Procedure:  Campus & Library Bans Procedure 

 

CROSS REFERENCE(S): 

13.1 Campus & Library Bans 

 

 

Procedures 
A campus ban can only be issued by the University President.   
 
Issuance of a ban is appropriate when an individual is engaged in any of the following behaviors: 

1. Disruptive or illegal behaviors; 
2. Inappropriate uses or abuses of campus and/or library privileges, including use of another 

person’s log on information to access a public computer;  
3. Defamatory or disparaging remarks which may negatively impact the institution, staff or 

students; 
4. Non-compliance with the reasonable direction of staff as it relates to rules of conduct and 

other campus policies; 
5. Excess or disregard for appropriate use of resources and supplies;  
6. Past or present stalking or unwanted, obsessive and/or threatening attention over a period of 

time; 
7. Use of College resources and supplies for personal gain. 

 
Determination to issue a ban can be made at any time and with or without notice.  Additionally, 
various levels of notification associated with a ban and length of time for the ban will be determined 
on a case-by-case basis.  Time periods can range from one day to permanent based upon the severity 
of the situation.   
 
When an individual is banned from campus, that information will need to be communicated to 
various individuals within the University community to ensure everyone’s safety. The University 
President will determine how and whom to communicate that information to. Only publicly available 
information can be shared due to privacy and confidentiality. Information will be shared that is 
necessary for people to know and may include a photo of the banned individual and descriptive 
information that describes the individual so that person can be identified. 
 
To request a ban: 

1. The staff member who observed or has information regarding the behavior should contact 
the University President.   

2. Information is to be presented in writing regarding the incident and the reason for the ban 
request.  If the person in question is known to be a student, that information should be 
included as well.  Any student ban will be addressed in collaboration with Student Services.  
Information related to a student ban will be maintained by Student Services and within the 
student’s official College file.   



3. Details regarding the incident should be clearly articulated including date, time, who was 
present, and the situation.   

 
Determination of a ban: 

1. The University President will determine whether or not it is appropriate to implement a ban 
related to the incident as well as the length of time of the ban.   

2. If a ban is approved exceeding a one-week time period written notice will be provided (via in 
person, certified mail, and/or regular mail) to the individual. 

3. The ban places the individual on notice that if he or she is found on the property Tribal Police 
may be contacted to escort them from the property. 

 
When implementing a ban, staff: 

1. May contact the parent/guardian of a minor for bans of one month or longer. 
2. May contact Tribal Police for assistance if a person refuses to leave when banned.   

 
Lifting of bans: 
        1.   The University President will determine whether ban will be lifted. 
 
Violation of a ban: 
        1.   The University may contact law enforcement if there is a violation of the ban.  

 
The University President’s decision is final.                                                                                   
 
10-18-22 

 

 

 





     
  



     
  



     
  



     
  











     



LAC COURTE OREILLES OJIBWE COMMUNITY COLLEGE 

Purpose/Policy 

Abandonment of Position: When an employee is on unauthorized leave without proper notification to 
the college for three consecutive working days.   

Ability: The present capacity to perform a function, physical or mental.   

Anniversary Date: The calendar date of each year of uninterrupted service from the date of hire.  

Annual Leave: Earned leave with pay which has been approved by a proper authority.   

Appeal: A formal procedure whereby an employee may contest a personnel action taken against the 
employee. The procedure is intended to safeguard an employee’s interest and employment and to 
protect an employee against arbitrarily acts by a supervisor.   

Controlled Substance: A controlled substance as listed in schedules I through V of Section 202 of the 
Controlled Substances Act (21 U.S.C. 812).   

Conviction: A fining of guilty (including pleas of nolo contendere or Alford plea) or imposition of 
sentence, or both, by any judicial body charged with the responsibility to determine violations of the 
federal, state or tribal statutes.   

Disability: A physical or mental impairment that substantially limits one or more of the major life 
activities of an individual.   

Effective Date: Any official personnel action such as beginning of payroll, status or salary changes, 
separations, leave, etc.   

Employee Classifications: Employment wage classifications as designated by the Fair Labors Standard 
Act which includes the following and assists in determination as to whether or not overtime is to be 
paid:   

Exempt Employee: Exempt employees are also often salaried employees. Determination of 
whether or not a position is exempt is determined by the annual pay amount and type of 
payments as well as the type of job duties performed.   

Non-Exempt Employee: Non-exempt employees are also often hourly employees and are 

entitled to overtime pay at a rate of 1.5 times the hourly rate for actual hours worked above 40  

Policy Number: 14.0    

Policy Title: Definitions  

CROSS REFERENCE(S):   
Employee Handbook in total  



in the identified work week of the employer. 

Employee Handbook: The official document that outlines the policies and procedures covering the actions 
and responsibilities of all employees of the college.   

Job Description: A written description of a position showing the kind and level of work performed 
together with the qualifications required of employees.   

Misuse of Funds: Use of or conversion by an employee of college funds or assets of any kind without specific 
appropriate authorization in advance, regardless of purpose or reason.   

Misuse of Property: College property entrusted in an employee’s care that is lost or damaged as a result of 
negligence or abuse.   

Pay or Salary Range: The minimum to maximum rates of pay established for any given position within the 
college’s salary administration process.   

Probation: A specified time period during which the employee’s work is evaluated to determine suitability 
for regular employment.   

Resolution: A formal determination, or consensus of the Board of Regents.  

Supervisor: An individual with the authority to assign, direct and review the work of one or more 
subordinates.   

Suspension: An involuntary absence with or without pay imposed on an employee for disciplinary action.  
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