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CHAPTER 718: Human Resources Office

e 718.01 Mission of the Human Resources Office

718.02 Vision of the Human Resources Office

718.03 Core Values of the Human Resources Office
718.04 Responsibilities of the Human Resources Office
718.05 Location of the Human Resources Office

118.01 MISSION OF THE HUMAN RESOURCES OFFICE

The Human Resources Office supports the College mission and goals by encouraging work
environments that optimize employee performance and growth and that will attract and retain a
highly talented workforce. The office strives to provide employees with excellent service while
maintaining the highest ethical standards and ensuring the fair and respectful treatment of

employees.
718.02 VISION OF THE HUMAN RESOURCES OFFICE

Through its team of knowledgeable professionals and dedicated staff, the Human Resources Office
influences and promotes consistency and equity throughout the institution by providing innovative
programs, streamlined processes and best practices, all within the context of laws, regulations,

negotiated agreements and policies.

118.03 CORE VALUES OF THE HUMAN RESOURCES OFFICE
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The Human Resources Office embraces the following core values:

1. Respect for the dignity of all people

2. Fair and equitable treatment of all employees
3. Honest and sensitive communication

4. Collaborative relationships

5. Accuracy, efficiency and effectiveness

6. Professional growth and development

7. Personal integrity and trustworthiness

118.04 RESPONSIBILITIES OF THE HUMAN RESOURCES OFFICE

1. Employee Relations

The Human Resources Office provides advice on legal, procedural and contractual issues to
employees, supervisors and administrators on a continuing basis. Human Resources Office

facilitates the resolution of grievances when they are presented.

2. Classification/Compensation

The Human Resources Office prepares documentation for all changes in title and salary for the
classified and professional staff including promotions, demotions and reclassifications. The Human
Resources Office also determines exempt or nonexempt status for professional staff members and
facilitates documentation associated with the Fair Labor Standards Act. The office oversees the

campus compensation program for professional staff.

3. Recruitment and Staffing: Classified Employees

The Human Resources Office is responsible for filling classified positions. This includes canvassing
civil service lists, administering performance examinations, certifying qualifications, interviewing

candidates and issuing appointment letters. All appointments must be made in accordance with
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complex Civil Service rules and regulations. The Human Resources Office provides advice to

supervisors regarding regulations for hiring, transfer, promotion and dismissal.
4. Recruitment and Staffing: Faculty and Professional Employees
The Human Resources Office oversees the search process for faculty and professional employees

5. Affirmative Action

The campus affirmative action officer is a member of the Human Resources Office. See Chapter

940 for detailed information about equal employment and affirmative action.
6. Performance Management

All formal evaluation programs for professional and classified employees are administered by the
Human Resources Office. The office issues the necessary documents to supervisors for employee

performance programs and subsequent evaluations.
1. Fringe Benefit Administration

The Human Resources Office administers fringe benefits packages for the various employee groups
on campus. It verifies eligibility for and processes enrollment in health insurance plans, employee
benefit funds, retirement systems, flexible spending accounts and tax sheltered annuity programs.
The Human Resources Office regularly provides information outlining changes and nuances in
benefits packages and announcing new benefits as they become available. The Human Resources
Office also assists employees with benefit questions and health insurance hilling problems. The
Human Resources Office conducts new employee orientation sessions, retirement planning/exit

information sessions and organizes on-campus benefits-related programs.
8. Training/Professional Development and Tuition Assistance Programs

The Human Resources Office coordinates education and development programs based on needs
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assessments and employee and supervisory requests. Proposals are submitted and grant funding
is secured, if needed. The Human Resources Office also coordinates tuition reimbursement

programs for campus employees.
9. Immigration

The Human Resources Office is responsible for filing a completed I-9 form on each new employee
hired. All new employees must provide proof of identity and employment authorization. See also
220.04.

It is the policy of SUNY Cortland to assist full-time faculty in their petition for employment eligibility
by supplying all required recruitment and employment-related data and materials. The College
underwrites the costs of this petition. Legal fees are borne by the College. These processes are

coordinated through the Human Resources Office.
10. Payroll/Appointment

The Human Resources Office reviews all appointments, reappointments and renewals to ensure the
contractual-legal appropriateness of each transaction. In addition, it instructs the payroll office to

initiate payment via documentation completed in the Human Resources Office.

11. Research Foundation

The Human Resources Office is responsible for interpreting and carrying out Research Foundation
policies relating to all aspects of personnel activity, including employee relations. The office directs
the application of job descriptions to determine exemption status and job title classification. The
Human Resources Office directs the implementation and administration of Research Foundation
benefit programs. The office is responsible for all benefit programs and conducts new employee

benefit orientations. Formal evaluation programs are administered by the Human Resources Office.
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The Human Resources Office also administers the Research Foundation compensation program
and analyzes compensation policies and government regulations in order to comply with legal
requirements. The office recommends compensation adjustments according to findings, budgetary
limits and pay policies. The office has responsibility for administering and implementing the
Research Foundation Affirmative Action Program. It keeps records and compiles statistical reports
concerning recruitment, interviews, hires, transfers, promotions and terminations to abide by
affirmative action and equal employment opportunity laws. The office provides guidelines to

supervisors concerning valid selection processes and employment law legislation.
12. Workers Compensation

All employee accidents and injuries are recorded and claims are administered within this
department.

13. Americans with Disabilities Act (ADA)

Compliance with the American with Disabilities Act (ADA) as it relates to employees is handled

through the Human Resources Office. The office assists employees who request accommodations

under the law, manages ADA cases and reviews and revises ADA position descriptions as needed.
14. Family and Medical Leave Act (FMLA)

The Human Resources Office ensures compliance with the FMLA by verifying employee eligibility,

placing employees on FMLA leave as required and providing appropriate employee notification.
15. Miscellaneous

The Human Resources Office is responsible for compliance with a variety of rules, requlations and
policies. It is responsible for the implementation and administration of workplace-related

legislation, such as the Workplace Violence Prevention Act, and the Omnibus Transportation and

10/5/16,10:43 AM



Part Seven: Specialized Service Operations - SUNY Cortland http://www?2.cortland.edu/offices/publications/handbo... 7 of 42

Testing Act (OTETA). The Human Resources Office also maintains the Human Resource
Management System (HRMS), which is a SUNY-wide database.

118.05 LOCATION OF THE HUMAN RESOURCES OFFICE

The Human Resources Office is located in Miller Building, Room 301. For general information, call
607-753-2302.

TOP

CHAPTER 725: Campus Child Care Center

e 725.01 Objectives and Functions of the Campus Child Care Center
e 725.02 Campus Child Care Center Philosophy

125.01 OBJECTIVES AND FUNCTIONS OF THE CAMPUS CHILD CARE CENTER

The SUNY Cortland Child Care Center is licensed by New York State and is accredited by the
National Association for the Education of Young Children for 106 children ages six weeks to five

years. Enrollment priority is given to SUNY students and staff and New York State employees.

The program operates year round, Monday through Friday, from 7 a.m. until 5:30 p.m. Only full-time

care is offered. Applications may be obtained by calling the center at 607-753-5955.

Breakfast, lunch and afternoon snacks are prepared according to New York State Department of

Health nutritional requirements.

The program uses a creative curriculum providing age-appropriate activities where children can
learn through their play experiences. SUNY Cortland Child Care Center receives funding from the

SUNY Child Care Advisory Committee to assist with tuition subsidies for student families and to
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provide for quality care experiences for the children. The center also provides an in-house summer
program for school-age children. The center does not discriminate on the basis of race, religion,

color, sex, national origin, or disability. Reasonable accommodation will be provided upon request.
125.02 CAMPUS CHILD CARE CENTER PHILOSOPHY

The center's goal is to provide a safe, healthy, caring and stimulating environment for children. This
environment is designed to meet the children's emotional, social, physical, intellectual and
developmental needs. In addition, the center provides a support service to parents which allows
them to work or attend college with the knowledge that their children will be in a safe, caring
learning environment. Parents are welcome to visit their children at the center whenever their

schedule will allow.

TOP

CHAPTER 730: Institutional Research and Analysis Office

e 730.01 General Purpose
e 730.02 Function

130.01 GENERAL PURPOSE

The purpose of the office is to provide and coordinate information support for planning,
administering, and evaluating academic and administrative programs in ways that will continuously
improve the State University of New York College at Cortland. The office also serves as the
Institutional Research liaison with SUNY System Administration, providing data for university, state

and federal reporting requirements.

130.02 FUNCTION
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The operations of the office can be divided into three overlapping functions:

1. providing institutional data to internal (campus community) and external (SUNY System
Administration, NY State Education Department, Middle States Association of Colleges and
Schools, and other outside agencies) constituents;

2. providing assessment support to academic and support/service units; and

3. providing administrative planning and research support for executive decision-making.

The office responds to data needs through the preparation and dissemination of a series of reports
over time and within subject area, as well as through special-focused research projects.
Assessment support includes research design, data collection and analysis support, survey

research, educational communications and publications about accepted assessment practices, and

assistance with evaluating third-party assessment support.

TOP

CHAPTER 732: Research and Sponsored Programs Office

e 732.01 General Purpose
e /32.02 Function
e 732.03 Administration of Grants and Gifts to SUNY Cortland

132.01 GENERAL PURPOSE

The Research and Sponsored Programs Office, which reports to the provost and vice president for
academic affairs, is responsible for the coordination of all sponsored research activities conducted

by faculty, staff or students.
132.02 FUNCTION

The Research and Sponsored Programs Office coordinates activities that seek outside funding to
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support research, training or demonstration projects; coordinates faculty development activities

related to sponsored program efforts.
132.03 ADMINISTRATION OF GRANTS AND GIFTS TO SUNY CORTLAND

All grants and gifts to SUNY Cortland and all solicitations and proposals for such funds must have
the approval of the College and must conform to the College's Mission Statement (/about/mission-
statement/index.dot), SUNY policies, applicable laws and regulations and the College Handbook
(http:7/www2.cortland.edu/offices/publications/handbook/). All grants and donations shall be
coordinated either through the Research and Sponsored Programs Office or through the Division of
Institutional Advancement. A complete copy of the guidelines for administering grants and gifts
may be obtained from the Research and Sponsored Programs Office or the Division of Institutional

Advancement.

(Approved by the President's Cabinet, Feb. 2, 1999)

CHAPTER 736: Access to College Education (ACE) Program
736,01 GENERAL PURPOSE

The Access to College Education (ACE) Program is a joint effort of SUNY Cortland, Ithaca College,
Cornell University, Tompkins-Cortland Community College and local school districts, in cooperation
with the Tompkins-Seneca-Tioga BOCES and Onondaga Cortland Madison BOCES, to support high
school students to complete high school with the skills and abilities to access and succeed in
higher education. The provost and vice president for academic affairs is the College's
representative to the ACE Policy Committee. Appointments to the ACE Operating Committee are

made by the provost and vice president for academic affairs.
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The coordinator for the ACE Program is housed at SUNY Cortland and is supervised by the dean of
education in cooperation with the ACE Operating Committee. The coordinator is responsible for
working with school liaisons to recruit and monitor student participation and success, coordinating
programs for students and parents with each of the four colleges, and coordinating many aspects
of program administration including the budget. The coordinator also works with Operating
Committee members and other individuals on the Cortland campus to host programs for registered
students and their parents. These include campus explorations, summer short courses,

conferences, special arts and cultural events.

CHAPTER 737: Liberty Partnerships Program
737,01 GENERAL PURPOSE

The Liberty Partnerships Program, funded through a grant by the New York State Education
Department, connects four area school districts, the College and numerous local community-based
organizations and businesses. The program'’s services provide support to address the needs of

participating students in grades 7-12 targeted as at risk of not completing a high school education.

The overreaching goal of the program is successful graduation from high school and entrance into

post-secondary education and/or the work force.

The program director works closely with achievement specialists, community members and the
Advisory Committee to develop, implement and monitor program relations and grant goals. The
director is responsible for all grant management including, but not limited to, completing NYSED
reports, budget management and the preparation of proposals for continued and additional funding.

The director serves as a resource and liaison to other related school, college, community and
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business-related partnership initiatives.

TOP

CHAPTER 745: Student Development Services

e 745.01 General Function

745.02 Counseling Center

745.03 Student Health Service

745.04 Student Disability Services

745.05 Career Services

745.06 Health Promotion

745.07 Substance Abuse Prevention and Education

145.01 GENERAL FUNCTION

The Student development services at the State University of New York College at Cortland are
designed to promote the total growth of students from the time of their acceptance to the College
through graduation and beyond. Units work individually and collectively with students and student
groups to provide quality developmental services. The services are both proactive and reactive in
meeting the needs of students and assist them in their psychosocial adjustment, career exploration

and career decision-making, academics and their physical well-being.

745.02 COUNSELING CENTER
A. General Functions of Counseling Center

The Counseling Center (/offices/student-development-center/counseling-center/index.dot)
provides short-term therapeutic services to facilitate students’ personal, social and educational

adjustment. The center staff recognizes that the adjustment to college life can be stressful and
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challenging. While these challenges can be stressful, it can be a time for learning and growth. The
Counseling Center assists students in their transitional adjustment by providing developmentally
focused programming and offers developmental support services for students. The Counseling
Center serves as a resource to the College community. The center is accredited by the International

Association of Counseling Services.

B. Referrals

Faculty, staff and students are encouraged to make referrals to the Counseling Center when they
deem it appropriate. Consultation is available to discuss possible referrals, options and ways to

approach a situation.

145.03 STUDENT HEALTH SERVICE

A. General Function

The primary mission of the Student Health Service (/offices/student-health-service/index.dot) is to
provide high quality, ambulatory health care to SUNY Cortland students so that they may participate

successfully in the academic and extracurricular programs of their choice.

B. Services

1. The Student Health Service provides routine, outpatient medical care to SUNY Cortland students.
This care includes, but is not limited to, diagnosis and treatment of common medical conditions,
care of students with more chronic medical illnesses, sports physicals, diagnosis and treatment of

sexually transmitted illnesses, post-coital contraception and immunization and allergy injections.

2. During the academic year, clinical services are provided between 8:30 a.m. and 4:30 p.m. During
summer school, clinical services are available from 9-11 a.m. and from 1-3 p.m. Administrative

hours are 8 a.m. to 4:30 p.m. throughout the calendar year.
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3. While treatment of gynecologic problems is part of the routine care provided at the Student
Health Service, there is also a Woman's Health Clinic downtown within walking distance of the
College. This clinic is staffed by the Cortland County Jacobus Center for Reproductive Health and
provides gynecologic evaluation, contraceptive advice and/or prescription and pregnancy

counseling.

4. When the Student Health Service is closed, emergency medical care is available at the
Emergency Department of the Cortland Regional Medical Center, which is staffed by physicians 24
hours a day. The student is responsible for charges incurred at an off-campus facility. A list of local
doctors and walk-in clinics is available upon request. (See Section 770.06 for a complete

description of emergency medical procedures.)

Immunization Policy and Procedures (/dotAsset/46107f42-99a6-4b2a-8a35-3809300d94bb.pdf)
145.04 STUDENT DISABILITY SERVICES

Student Disability Services (/offices/student-development-center/disability-services/index.dot)
envisions a campus community where all students with disabilities are valued, informed and
provided with reasonable accommodations. The mission is to facilitate the educational and
personal development of SUNY Cortland students with disabilities. Its goal is to ensure equal
access to all programs and activities and facilitate the architectural and attitudinal accessibility of
the campus environment. Accordingly, the office serves in a multidimensional role as counselor,

educator and coordinator of accommodations.

145.05 CAREER SERVICES

A. General Functions of Career Services

Career Services (http://www.cortland.edu/career/) assists students and alumni in exploring and
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defining career goals as well as teaching access to and use of information resources related to
those goals. Services include career and employment options, assistance and information on
graduate education programs, part-time program assistance, internship coordination and volunteer

referral.
B. Career Planning

Students are encouraged to explore career options and to participate in a range of experiential
programs including part-time/summer jobs, shadowing, volunteering and internships. Students are
assisted in gaining a wide range of information on careers in the Career Resource Library, which
includes print and web-based information, computer-assisted searches and discussion of choices

with career counselors.
C. Job Search Services

Assistance is given to students on all aspects of the job and graduate school search process.
Credential files containing letters of recommendation are maintained for SUNY Cortland graduates
and are transmitted in support of the candidate's job search or graduate school admission.
Recruitment services, including on-campus interviewing, DragonConnect
(http://www2.cortland.edu/offices/career-services/) (web-based job vacancy listing service) and

major recruiting events are offered to students and alumni.
D. Student Employment

Students interested in securing employment while attending school can register with the Student
Employment Service (SES) (/offices/career-services/jobs/student-employment.dot). Positions
both on and off campus are maintained by the office. SES also provides a summer camp fair and

summer job listings.
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E. Internships

Students gain valuable experience while working in placements related to their major and/or career
interests. Interns work in a wide variety of local, national and international organizations and may
earn up to 16 credit hours toward graduation. Placement opportunities for all majors are available

throughout the entire year.
F. Volunteer Programs

Students are encouraged to participate in volunteer service within the community, gaining an
understanding of community issues and needs while contributing to that community and thereby
learning and testing career interests and skills. Opportunities are available in a diverse range of

organizations.
G. Special Events

During the year a number of events are held to recognize student achievement and assist students
with career choices. These events include Graduate School Day, Volunteer/Civic Engagement Fair,
Student Employee Recognition Week and dining etiquette programs. Recruitment includes Teacher
Recruitment Days, the summer Job/Internship Fair and individual organization recruiting

visits/interviews.
H. Graduate Surveys

Surveys of graduates are completed each year. Complete data analysis and comments are available
in Career Services. Summary reports, listing employment and graduate school information, are

published and available on request.
145.06 HEALTH PROMOTION

The Health Promotion Office (http://www.cortland.edu/sdc/he/) emphasizes awareness of current
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health issues, prevention of disease and iliness, and promotion of health and wellness. While the
office primarily exists to serve the health and wellness needs of SUNY Cortland students, there is
also a strong commitment to offer programs for and share resources with the College's faculty and
staff as well as the greater community. The office is committed to providing opportunities for
members of the college community as well as the greater community to heighten personal and
community awareness concerning health issues and develop health-promoting skills and attitudes

necessary to make responsible personal and community health decisions.

Services offered include: Educational programming; advocacy for students; information and
resources; campus/community referrals; and opportunities for student involvement, including

internships, independent study and cooperative learning.
145.07 SUBSTANCE ABUSE PREVENTION AND EDUCATION

Substance Abuse Prevention and Education (http://www.cortland.edu/sdc/saps/) recognizes the
adjustments students face when they embark on their academic careers. Its mission is to
continually develop and implement comprehensive and proactive prevention programs that help
students understand the connection between substance abuse and future success, to identify their
individual risk factors for chemical dependency, and examine the choices they have made regarding

alcohol and other drug use.

Services offered include counseling, online substance education module, educational workshops

and information and resources.

TOP

CHAPTER 760: The College Store
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760.01 General Function

760.02 Merchandise and Services
760.03 Textbook Requirement

760.04 College Store Hours of Operation

160.01 GENERAL FUNCTION

The College Store is part of the Auxiliary Services Corporation, which is a not-for-profit corporation
organized and operated exclusively for educational purposes at State University of New York

College at Cortland.
160.02 MERCHANDISE AND SERVICES

The store provides required textbooks (rentals, new and used) in a timely manner, general books,
including best sellers and books by faculty authors, special order books, supplies (both academic
and art), insignia gifts and clothing, computers and computer software, personal items, candy,
stamps, class rings, caps and gowns and miscellaneous items. The College Store also provides

personal and business mailings by FedEx or UPS.

160.03 TEXTBOOK REQUIREMENTS
A. Faculty/Staff/Chair Duties:

1. Each department of the College is to select one member to perform the following functions:
a. Implement the requisition deadline,
b. Verify the accuracy of the number of books ordered,
c. Verify the accuracy of information related to instructors assigned to teach each section.
2. Ordering of textbooks: Instructors will complete a requisition using the College Store's online
requisition system (http://www.cortlandasc.com/collegestore/) listing all books (required or
recommended) to be ordered for each course they are teaching. The chair's approval is
required prior to submitting requisitions to the College Store. Deadlines for orders will be
publicized at least thirty days in advance by the College Store. A copy of all book requisitions
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should be forwarded to the records access officer in the Division of Institutional
Advancement at the same time they are submitted to the College Store. Textbook orders may
also be submitted online via the College Store’s website (http://www.cortlandasc.com
/collegestore/). The College Store will then forward a copy of all online orders to both the
department secretary and to the records access officer in the Division of Institutional
Advancement.

3. Faculty Complimentary Copies: Forms for requesting complimentary textbook copies from
the publisher are available from the department secretary. In the event that the faculty
member needs a copy prior to receipt of their complimentary copy, they may either charge to
a department account or pay personally for a copy from the College Store and then return the
complimentary copy to the store for credit or a refund once it is received from the publisher.
The College Store can only accept copies which are in new, resalable condition. The store is
unable to accept complimentary copies stamped “Complimentary - Not for Resale.”

4. Faculty may have original work published by an outside bookseller. As with any publisher,
when a bookseller compiles original research by a faculty member (not reprints of the work
of others) and publishes a book, the College Store has the right to purchase that book for
resale to students.

5. Cortland faculty may assemble course packets (reprints of the work of others, perhaps with
additional analysis) for students and sell them at any outlet they would like such as Mando
Books, Barnes and Noble, Amazon.com, etc., provided that the faculty member also provides
the content to the College Store. This ensures copyright compliance and protects students
who do not have transportation to other locations.

6. All textbook requisitions received by the College Store are made available to outside vendors
through the Communications Office. Course packets produced by ASC at the request of
faculty can be made available to outside vendors with permission of the faculty member. The
outside vendor will be responsible for all duplicating costs.

7. SUNY Cortland instructors may assign textbooks and other course materials in which they
have a financial interest only with the permission of their direct supervisor, namely, the chair
of the department offering the course. Department chairs seeking to adopt such materials
must obtain permission from the appropriate dean. Any questions regarding this policy
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should be referred to the campus ethics officer.
(Approved by President's Cabinet Aug. 29, 2016, effective Jan. 1,2017)

B. College Store Duties:

1

. College Store staff should notify faculty members (or the designated department

representative) of drastic deviations in the number of books ordered before purchase orders
are sent to publishers. The bookstore should notify instructors when the edition they have
ordered is unavailable to permit a change or elimination of a particular title.

. The College Store buys back used books on a daily basis when the store is open, except

during the first two weeks of fall and spring semesters. Prices paid are determined by the
wholesale market value of the books. At the end of the fall and spring semesters, the College
Store holds a large buyback during which students receive half of the new price for books
which have been readopted and which the store needs for the following semester. Books not
yet adopted will be bought at their wholesale market value. Faculty can help students to keep
down their overall textbook costs by submitting their course adoptions by the deadlines
specified in section A.

. Refunds and Exchanges: Books will be accepted for exchange or refund only during the

Drop/Add period at the beginning of each semester and the first five days of classes
(Summer Sessions | and I1). Students must have a receipt. New books must be clean. New
books with names or any kind of marking must be treated as used and will be refunded at the
used price. The condition of each book is determined by the Book Department. Defective
books will be replaced at any time.

. Evening Courses: Additional hours are provided the first week of the fall and spring

semesters and the first two days of Summer Sessions I and Il until 8 p.m. In addition,
shipment may be made by calling the store or ordering on the store's website
(http://www.cortlandasc.com/collegestore/).

. Returns to Publishers: Books not purchased by students may be returned to the publisher by

Oct. 15 and Mar. 15 of the fall and spring semesters respectively, and after the first month of
Summer Session | and Il

. Federal and state law require that every college publicize its book list and certain other
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information regarding how to access textbooks. This information is made available to the
public through the Communications Office.

(A1 and B1 approved hy the Executive Council and President Jones, February 1973)
160.04 COLLEGE STORE HOURS OF OPERATION

During the fall and spring semesters, when classes are in session, the College Store, located in
Neubig Hall, is open Monday through Thursday from 8:30 a.m.- 5:30 p.m., Friday from 8:30 a.m.-4
p.m., Saturday from 11 a.m.-4 p.m., and closed on Sunday. Summer hours are Monday through
Friday from 8 a.m.-4 p.m. The store is closed on weekends during the summer. The phone number
is 607-753-4621.

TOP

CHAPTER 765: The Business Office

e 765.01 Accounting

765.02 Budgeting

765.03 Payroll

765.04 Purchasing

765.05 Research Foundation Fiscal Administration
765.06 Student Accounts

765.07 Accounts Payable

765.08 Risk Management Office

The Business Office, located in Miller Building, Room 323, provides business and financial support
service to the College, financial and related administrative coordination with SUNY Central
Administration and New York State agencies, and controls and manages College income and

expenditures as set forth in College, University and New York State guidelines and regulations.
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Please refer to the Business Office webpage (http://www.cortland.edu/business/welcome.html).

The Business Office is comprised of the following areas:
165.01 ACCOUNTING

Responsible for maintaining the College revenue and appropriations accounting system under
procedures and guidelines of the University and State of New York, distributing the monthly College
accounting reports and auditing various financial systems, and completion of financial reports.
Responsible for maintenance to the College Uniform Revenue Accounting System, an automated,
double-entry system within BANNER, the campus student data system, and in compliance with

federal, state and University requirements.
165.02 BUDGETING

Responsible for statistical preparation of College budget requests and financial plans and for
ongoing position and budget control coordination, including State Operations, Dormitory Income
Fund: Reimbursable, Income Fund: Reimbursable, State University Tuition Reimbursement Account

and Restricted Current Fund.
165.03 PAYROLL

Responsible for proper, accurate and timely execution of faculty/staff, graduate assistant,

work-study and student payrolls, including related records control and documentation.
165.04 PURCHASING

Responsible for authorization and coordination of the purchase of goods and services, ensuring the
most economical and effective use of College resources under University and state guidelines.

Coordinates M/WBE, Preferred Source utilization, Procurement Opportunities and the Procurement
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Card. Reviews all agreements and contracts prior to execution.
165.05 RESEARCH FOUNDATION FISCAL ADMINISTRATION

Responsible for financial administration of externally funded grants and programs administered
through the Research Foundation of State University of New York in accordance with State

University Research Foundation, federal and sponsor requirements, as applicable.
165.06 STUDENT ACCOUNTS

The Student Accounts Office is responsible for the billing, collection, control and disposition of all
College revenues including deposits, tuition, room, board, fees and miscellaneous income. Al
financial aid funds, third party payments and scholarships are received, processed and distributed
through this office as are student refunds from financial aid or overpayments. In addition, the
Student Accounts Office manages all third party contracts and the College Monthly Payment Plan.
Account holds for past due balances are placed and released here as are submissions to third party

collectors.
165.07 ACCOUNTS PAYABLE

Responsible for administration of all College non-payroll expenditure, auditing and processing
resulting from College purchases of goods and services, for travel advance and reimbursement,
relocation reimbursement and procurement card certification in compliance with New York State

prompt payment legislation and other regulations.
165.08 RISK MANAGEMENT

Responsible for developing and monitoring the attainment of the College's goals and protection of

its resources.
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TOP

CHAPTER 770: University Police Department

e 770.07 General Objective of University Police Department
770.02 Jurisdiction of University Police Department
770.03 University Police Officers and Duties

770.04 University Police Headquarters

770.05 Emergency Calls

770.06 Emergency Medical Procedures

770.07 Parking Permits

770.08 Display of Parking Permits

770.09 Parking Requirements

770.10 College Liability and Automobiles

770.11 Speed Limit on Campus

770.12 Responsibility of Owner

770.13 When You Sell Your Car

770.14 Faculty and Staff Parking

770.15 When Students Must Register Vehicles

770.16 General Student Parking Regulations

770.17 Special Parking for Physically Disabled

770.18 Visitor Parking

770.19 Enforcement of Parking Regulations

770.20 Bicycles, Skateboards and In-Line Skates Policy

710.01GENERAL OBJECTIVE OF UNIVERSITY POLICE DEPARTMENT

The objective of the University Police Department (http://www.cortland.edu/univpolice
/homepage.html) is the protection of the lives and property of the students and employees of SUNY

Cortland. This objective is pursued within the framework of the State University of New York rules
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and regulations and all local, state and federal laws.
710.02 JURISDICTION OF UNIVERSITY POLICE DEPARTMENT

It shall be the duty of such police officers to preserve law and order on the campuses and other
property of the university, including any portion of a public highway that crosses or abuts such

property.
(Section 355 (1) of the Education Law)
710.03 UNIVERSITY POLICE OFFICERS AND DUTIES

1. Enforces all laws and campus regulations, takes appropriate action for all unlawful acts on
campus and investigates all crimes committed on the grounds of the State University of New
York.

2. Performs periodic tours of the grounds to ascertain the physical security of campus
residential halls and buildings and restricts unauthorized personnel from using campus
facilities.

3. Investigates traffic and appropriate personal injury accidents and makes appropriate
recommendations to eliminate recurrences.

4. Serves as a source of information to all visitors, residents and employees of the College.

5. Implements action and coordinates efforts for all emergencies on campus.

6. Enforces all traffic and parking regulations on campus.

710.04 UNIVERSITY POLICE HEADQUARTERS

The University Police Department is located at Van Hoesen Hall, Room C-17, in the center of
campus. Twenty-four-hour-a-day coverage is provided by both desk and patrol officers. The

non-emergency phone number is ext. 2112. Off-campus, call 607-753-2112.
710.05 EMERGENCY CALLS
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Emergency calls to the University Police Department can be made from on-campus telephones by
dialing 911 or 2111; from off-campus phones by calling 607-753-2111. All 911 calls from cell

phones are routed to the Cortland County Dispatch Center.
710.06 EMERGENCY MEDICAL PROCEDURES

A campus medical emergency consists of any incident which requires hospitalization for medical or
psychological care and that could involve serious injury or death. In cases of lesser magnitude,

portions of the plan may be used, modified, or omitted. Procedures are as follows:

1. University police 607-753-2111 must be notified immediately.

2. University police officers responding to the incident are in charge at the scene and upon
securing the scene will contact the vice president for student affairs.

3. The vice president for student affairs will assemble the crisis response team and contact the
president of the college. The crisis response team will include the director of residential
services, the chief of university police, the director of counseling and student development;
the news services editor, the College's physician and the director of the Physical Plant. In the
event the victim is faculty or staff, the vice president of the division in which s/he is
employed will become a member of the team.

4. Appropriate procedures as outlined in the Emergency Disaster Preparedness Plan and
procedures for death/life-threatening incidents (contained in the Emergency Procedures
Manual) will be followed.

5. The news service editor coordinates all external information about the incident.

6. The vice president for student affairs will assemble the crisis response team for a debriefing
on the manner in which the crisis was handled.

(Approved by President Taylor, Feb. 7, 2000)
710,07 PARKING PERMITS

All motor vehicles parked on campus must be registered with the university police. Parking permits
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are issued 7 a.m.-4:30 p.m., Monday through Thursday, and 7 a.m.-3 p.m., Thursday and Friday.
Cost for either yearly or semester parking permits may be obtained by calling 607-753-4123.

710.08 DISPLAY OF PARKING PERMITS

Permits should be displayed inside the left rear door window, so they may be seen easily by the
officers. Contact university police for instructions as to where to display permits for vehicles with

tinted windows or vehicles without side rear windows.
170.09 PARKING REQUIREMENTS

Vehicles must be parked in the lined stalls and not across walkways, on walks, in roadway, on
grassed areas or where signs or road markings prohibit parking. The College is required to keep fire

lanes open for fire engines and other emergency vehicles.

A. Parking and driving on sidewalks are strictly prohibited.

B. Parking in the drive in back of Brockway Hall as well as the drive and area behind Corey Union
is prohibited at all times. These are fire lanes and delivery areas only.

C. Vehicles parked in violation of College regulations or where signs and road marking prohibit
parking will be removed at the owner's expense.

D. Where parking on roads is permitted, vehicles must park in the direction of the flow of traffic.

710.10 COLLEGE LIABILITY AND AUTOMOBILES

The State of New York does not carry liahility insurance. Cars are parked on the campus at the

owner's risk.
170.11 SPEED LIMIT ON CAMPUS

The speed limit in the parking lots is 15 mph, on Gerhart Drive it is 10 mph, on campus roads it is 25

mph, and at West Campus it is 10 mph.

10/5/16,10:43 AM



Part Seven: Specialized Service Operations - SUNY Cortland http://www?2.cortland.edu/offices/publications/handbo... 28 of 42

710.12 RESPONSIBILITY OF OWNER

It is the responsibility of the owner/driver of the vehicle to see that other drivers of his or her vehicle
know and adhere to these regulations. The owner/driver is responsible for any parking citations

issued to said vehicle.
770.13 WHEN YOU SELL YOUR CAR

The owner of a registered vehicle who sells or exchanges it for another vehicle is responsible for

removing the parking permit before it is sold or exchanged and re-registering the new vehicle.

710.14 FACULTY AND STAFF PARKING

A. Lots to the north and rear of Old Main and north of the Miller Building and Bowers Hall
(entrance on Graham Avenue).

B. Rear of DeGroat Hall and Brockway Hall.

C. Dowd Fine Arts Center lot - Prospect Terrace

D. Casey Tower lot and portions of Smith Tower lot

E. Designated section of Corey Union lot

F. Reserved section of the Park Center lot.

The above lots are reserved for vehicles that have been properly registered with the University
Police Department and issued a current permit. All others will be denied access or towed away at

the owner's expense.
71015 WHEN STUDENTS MUST REGISTER VEHICLES

All students must register vehicles at the University Police Department, Van Hoesen Hall, Room

C-17, during registration week, or as soon as a vehicle is brought to campus.

710.16 GENERAL STUDENT PARKING REGULATIONS
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There are no facilities for parking student vehicles in the academic area on campus, Monday

through Friday, until 5 p.m. All registered student vehicles are to use their designated student lot.
710.17 SPECIAL PARKING FOR PHYSICALLY DISABLED

Physically disabled students should contact the Disability Services Office in Van Hoesen Hall, Room
B-40, for a special permit. A doctor's certificate will normally be required. Students should then go
to the University Police Department, Van Hoesen Hall, Room C-17. For special event parking visitors

should contact the University Police Department.
710.18 VISITOR PARKING

All visitors should notify the university police for parking permission. Admissions visitor parking is
available in the Miller Building lot. Timed parking is provided at the Neubig Hall lot, Neubig Road,
Brockway Hall lot, Miller Building lot, and Casey Tower lot. For more visitor information call
607-753-4123.

710.19 ENFORCEMENT OF PARKING REGULATIONS

All parking regulations are in force 24 hours a day, seven days a week, unless relaxed for special

events by the University Police Department.
710.20 BICYCLES, SKATEBOARDS AND IN-LINE SKATES POLICY

The College has been designated as a pedestrian campus with the safety and welfare of the
campus community in mind. Bicycles, skateboards and in-line skates must be operated under
control at all times and may not be used in any building. Violation of this policy may result in
confiscation of the equipment and disciplinary action. Pedestrians always have the right of way on

campus.
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(Approved by the President's Cabinet, June 23, 1998)

TOP

CHAPTER 775: Division of Institutional Advancement

e 775.01 General Objectives

775.02 Communications

775.03 Marketing

775.04 Sports Information

775.05 Alumni Engagement

775.06 Foundation

775.07 Administration of Grants and Gifts to SUNY Cortland
775.08 Annual Giving

775.09 Leadership Giving

775.10 Planned Giving

775.11 Fundraising Guidelines

775.12 Physical Space and/or Facilities and Plaque Policy and Procedures

T75.01 GENERAL OBJECTIVES

The Division of Institutional Advancement provides leadership in building awareness and support
for SUNY Cortland and its mission. The division does this by establishing and nurturing mutually
beneficial relationships between and among campus community members and extended
constituencies. Its goals focus on building support, assisting in marketing the College to students,
raising funds and strengthening bonds with graduates. The vice president for institutional

advancement reports directly to the president.

715.02 COMMUNICATIONS
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The Communications Office oversees the College’s news services, sports information, records
access and government relations’ efforts. The communications staff assists in the College’s
marketing and fundraising initiatives and participates in planning a variety of special events
throughout the year. The office serves as the official College liaison with the news media. The staff
strives for consistent image, accuracy and quality in promoting the college and communicating its

message to both internal and external publics.

To achieve its goals, the Communications Office writes and edits a variety of key institutional print
and electronic communications. These include news releases; The Bulletin, the internal bi-weekly
campus electronic newsletter, Columns, the 24-page print publication sent to alumni worldwide;
Moments, the alumni association's electronic newsletter; the Annual Report of the College

Foundation, and the Annual Report of the President.

The communications staff coordinates requests for faculty and staff expertise, maintains the
College's news website, produces the online campus calendar and handles media-related

photography. Staff members serve on key College committees.
115.03 MARKETING

The Marketing Office is responsible for many of the College's official printed and electronic
publications, including the campus website, the College Handbook, Undergraduate Catalog,
Graduate Catalog, publications for Commencement, Honors Convocation and Academic
Convocation and a variety of printed pieces for campus offices. The staff also produces the
College's admissions and fundraising materials and helps to implement its marketing and branding
initiatives.

175.04 SPORTS INFORMATION
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The sports information staff promotes and maintains official records pertaining to the College's
25-sport intercollegiate athletic program and the participating student-athletes and coaches. The
office serves as the official athletic information liaison between the College and the news media,
other college and university intercollegiate athletic communication operations and state, regional
and national conferences. The staff maintains statistical records, writes sports releases, supervises
home press box operations, updates the College’s sports results hotline and its web sports page,
and writes and edits the SUNY Cortland C-Club Newsletter and athletic team media guides,

brochures and game programs.
175.05 ALUMNI ENGAGEMENT

The staff of the Alumni Engagement designs and delivers compelling involvement opportunities and
activities for SUNY Cortland alumni. The office develops and promotes programs to create a closer
partnership between graduates and their alma mater. The staff also provides administrative support
for SUNY Cortland Alumni Association business, serves as a point of contact for requests for
alumni information and controls records usage for official purposes. The SUNY Cortland Alumni
Association exists to represent the interests of graduates in a lifelong relationship with the College,
organizes and conducts alumni programs and events in support of the College’s mission, and

benefits students, faculty, and alumni.

The Alumni Association also provides opportunities for alumni to stay connected with their alma
mater through lodging and event services offered at the Lynn Parks '68 SUNY Cortland Alumni

House.
175.06 FOUNDATION

The Cortland College Foundation is the official gift receiving agency for SUNY Cortland. The

10/5/16,10:43 AM



Part Seven: Specialized Service Operations - SUNY Cortland http://www?2.cortland.edu/offices/publications/handbo... 33 of 42

purposes of the foundation are to solicit, receive, acknowledge, invest, manage and steward funds
for the encouragement and promotion of education at SUNY Cortland. The foundation is a separate
nonprofit corporation chartered in the State of New York. The foundation exists to advance the

mission of SUNY Cortland through promotion of private philanthropy.

The relationship of the foundation to SUNY Cortland and The State University of New York is
periodically defined in a Memorandum of Understanding between the Foundation Board of Directors
and the State University of New York. Institutional advancement staff manages the day-to-day
activities of the Cortland College Foundation. An independent board of directors governs the
foundation. A central role of the Cortland College Foundation is building and investing a permanent

endowment to support the educational activities of SUNY Cortland.

The Foundation has an affiliated corporation known as Cortland College Foundation Properties, Inc.
This entity's purpose is to acquire and manage real property for the benefit of the foundation and
SUNY Cortland. The officers of the foundation also serve as the officers of the properties

corporation.
175.07 ADMINISTRATION OF GRANTS AND GIFTS TO SUNY CORTLAND

All grants and gifts to SUNY Cortland and all solicitations and proposals for such funds must have
the approval of the College and must conform to the College's Mission Statement, SUNY policies
and applicable laws and regulations. All grants and donations shall be coordinated either through
the Research and Sponsored Programs Office or through the Division of Institutional Advancement.
A complete copy of the guidelines for administering grants and gifts may be obtained from the

Research and Sponsored Programs Office or the Division of Institutional Advancement.

(Approved by the President's Cabinet, Feb. 2, 1999)
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T75.08 ANNUAL GIVING

The staff of The Cortland Fund annually solicits unrestricted operating support and designated gifts
for the benefit of SUNY Cortland from alumni, parents, friends, faculty and staff of the College. This
is done through direct mail solicitations, phonathons by the student call center, e-solicitations, as
well as staff and volunteer personal solicitations. The Cortland Fund staff also coordinates

designated support for specific College departments.
175.09 LEADERSHIP GIVING

The staff of the Leadership Gifts Office identifies, cultivates, solicits and stewards capital gifts of
$25,000 or more from individuals. The staff focuses on securing capital gifts to build the
endowment of the College, to establish endowed scholarships, to support academic departments

and renovate College facilities.
175.10 PLANNED GIVING

The staff of the Planned Gifts Office offers and promotes gift opportunities to individuals through
their estate plans, retirement plan assets, life income gift vehicles such as Charitable Gift Annuities
and Charitable Trusts. The Planned Gifts Office stewards and recognizes alumni, parents, friends,
faculty and staff of the College who make planned gifts through the The Lofty EIm Society, the

planned gift donor recognition society.
T15.11 FUNDRAISING GUIDELINES

Mission Statement: The Cortland Fund encourages participation through annual gifts from alumni,
parents, faculty, staff, students and friends of the College in order to provide exceptional
educational experiences for SUNY Cortland students. Through education and stewardship, donors

gain satisfaction in knowing that their contribution to The Cortland Fund results in an extraordinary
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education for future generations.

The main objective of every annual fund solicitation is to maximize dollar support and donor
connection, while also creating a pattern of giving that often serves as the foundation for a major or
planned gift. To most effectively serve alumni, maximize financial return and minimize costs, a
policy has been developed to ensure that all constituents are annually asked to make an investment
in SUNY Cortland while also taking into account the number of times they are solicited for special

purposes.

The Cortland Fund focuses its activities primarily on the following constituencies:

Previous donors and lapsed donors at all giving levels

All reunion class members (donors and non-donors)

All young alumni (alumni who graduated within the last ten years)
All senior class members

All parents of undergraduates

Project time frame: Solicitations for departments, projects and affinity groups are limited to the
period between January 1 and May 15 of each fiscal year. The Cortland Fund staff will work with
programs/departments and affinity groups to clarify solicitation language and define the
appropriate group to receive the message, removing alumni who have asked not to be solicited,
phoned, etc. Each department will be responsible for the costs associated with the special mailing
such as postage, letterhead, envelopes, etc. The staff will provide any other non-budgetary support
and advice that might be helpful or necessary. The purpose of these mailings is to give campus

organizations the opportunity to solicit restricted current-use gifts from alumni.

Departmental solicitations: The dean of each school — School of Education, School of Arts and

Sciences, School of Professional Studies — will designate one department within their school each
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year to develop a solicitation based on current needs to be done during the spring semester.

Newsletters: Newsletters sent to constituents during the fall semester should not ask for
designated gifts; however, newsletters sent during the spring semester may contain information for

constituents to consider making a designated gift to the department, project or affinity group.

Mailings to non-donors: Programs and departments may solicit non-donors at any time during the
year. Non-donors are categorized as alumni who have never given a gift to the College. Non-donors
who belong to a reunion year will be solicited only through The Cortland Fund. Because of the high
cost/low return characteristics of such non-donor mailings, careful consideration should be given to

the allocation of resources to this type of prospect identification/donor acquisition program.
175.12 PHYSICAL SPACE AND/OR FACILITIES AND PLAQUE POLICY AND PROCEDURES

Recent changes in SUNY policy now permit the College to acknowledge and honor philanthropy by
naming physical spaces, facilities and programs. Below are the procedures for developing and
creating plaques to describe the individual or organizations for whom spaces and programs are

named.

These procedures outline the personnel involved in acquiring philanthropic gifts, creating naming
agreements, developing biographical information of donors, and the record keeping required by the

approved naming policy.

1. A member of the Cortland College Foundation staff, typically one of the gift officers, secures
the pledge agreement for the required gift and develops the naming agreement. The naming
agreement is signed by the donor and the representatives of the College and the foundation.

2. The gift officer consults with the director of communications to determine the official name
for the space and develops the biography of the donor. The president, Cabinet and College
Council review the biography and either approve or disapprove the proposed individual or
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organization.

. The executive director of the foundation and the vice president for institutional advancement

forward the donor information to the President’s Office for review and approval. Once
approved by the president and the Cabinet, the naming proposal (if for a physical space or
facility) is forwarded to the College Council for approval.

. After the naming proposal is approved, the gift officer and the director of communications

develop the plaque wording, using the plague guidelines outlined in the College’s
Communication Guide.

. A draft of the plaque language is shared with the donor for approval. Once approved, the

director of communications will send the text with style requirements to the plaque
fabrication company.

. The finished plaque is inspected and approved by the executive director of the foundation

and the director of communications.

. Plague installation location will be coordinated with the building administrator and the

Facilities Planning, Design and Construction Office.

. The executive director of the foundation will maintain a file with facsimiles of all plaques

placed on campus with a record of when and where the plaque was placed on campus.
Additionally, the office of the executive director and the vice president for institutional
advancement are required to maintain a complete listing of all named facilities and space on
the campus. It will be the responsibility of the vice president for institutional advancement to
formally notify the Marketing Office as to the long and short versions of the name to be used
in College publications and publicity.

. The same plaque procedures must be followed for non-physical/facility namings (endowed

chairs or programs for example).

(Approved by President's Cabinet July 18,2011)
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CHAPTER 783: Central Stores
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185.01 GENERAL PURPOSE

Central Stores is located in the Physical Plant complex and is part of the conglomerate department
called Central Receiving. Central Stores stocks most commonly needed office supply items.
A. Central Stores serves only College needs.

B. Supplies can be ordered through the Central Stores Online Ordering System
(http://137.123.105.60:81/part_types.html).

CHAPTER 790: The Duplicating Center
7190.01 GENERAL PURPOSE

The Duplicating Center, located in Corey Union, offers high-speed digital duplicating service.

A. The center serves only official College needs.

B. Requests for duplicating services must carry the account number and the signature approval
of the department requesting service and being charged. Large orders or orders with
deadlines must be scheduled in advance. The center reserves the right to determine the most
appropriate method of copying in light of costs, quality, work schedules, and availability of
supplies.

CHAPTER 79%: Mail Service

e 795.01 Regulations of Mail Service
e 795.02 Mail Delivery and Pickup Schedule

195.01 REGULATIONS OF MAIL SERVICE

A. Only official outgoing or interoffice mail should be sent through the mail room. Employees are
not permitted to send personal mail through the mail room.

B. Only interoffice envelopes should be used for correspondence within the College. Interoffice
mail should be batched by department/building, with the department/building clearly listed
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for delivery to the building drop point. Only black or blue ink should be used.

C. All official envelopes and packages must be clearly marked above the SUNY Cortland logo on
the envelope/label with the six-digit department account code of the originating department.
This will facilitate charging the originating department as an overhead cost. ltems need not
be individually marked if they are tied or banded together in groups with an attached slip
indicating the department account code. Units that have been assigned a bar code should
include this code with their mailings. Even if each item is coded, it is requested that they be
tied in bundles. Items without the Department code will be returned to the department for
correction. Since it may be necessary to open envelopes to determine originator, please do
not seal legal/letter size envelopes. This will be done automatically at the mail room.

D. Envelopes with the College name imprinted are not to be used for personal mail or interoffice
mail.

E. Mail to the ASC offices should be sent in interoffice envelopes.

F. Al interoffice student mail should be sent through Residential Services. Student mail sent
through the United States Post office must include the student’s name, residence hall, room
number and Cortland, NY 13045-0900. Issues with student mail should be addressed to
Residential Services.

G. The mail room will determine the most appropriate method of mailing, keeping the cost and
time elements in mind.

195.02 MAIL DELIVERY and PICKUP SCHEDULE

LOCATION DEPARTURE TIME

Miller Building 9:50 a.m.

Education Building, Van Hoesen Hall (University Police
Department, Field Experiences and School Partnerships, 10:05 a.m.

Child Care Center, Residence Life and Housing)
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Bowers Hall 10:35a.m.
Old Main 10:40 a.m.
Moffett Center 10:45a.m.
Sperry Center 10:50 a.m.
Dowd Fine Arts Center 10:55a.m.
Memorial Library 11 a.m.
Corey Union (Duplicating Center) 11:05a.m.
Student Life Center 11:10 a.m.
Park Center 11:15a.m.
Service Group 11:20 a.m.
Professional Studies Building 1p.m.

Broadway House, 29 Broadway

Winchell Hall 1:.05 p.m.
Neubig Hall 1:10 p.m.
Brockway Hall 1:20 p.m.
Miller Building (second run) 1:25p.m.
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CHAPTER 796: Transportation Center
796.01 GENERAL PURPOSE

The College maintains a central fleet of 7- and 12-passenger, vans to serve the travel needs of its
faculty, staff and students. The vehicles are for use by College employees or trained students only,
solely for the purpose of SUNY Cortland business. Buses also are available for College-related class
trips and student group activities. A per-mileage charge to the staff member's department or
student group will be applied for each request. Account numbers are required on request forms in

order for vehicles to be reserved.

Vehicle reservations should be made as far in advance as possible by completing a Vehicle or Bus
Request Form, available at the Physical Plant website under Forms and Policies
(http://www.cortland.edu/phyplant/Forms.htm). Request forms should be mailed to the
Transportation Center through interoffice mail. The Transportation Center is open from 7 a.m.-3:30

p.m. Monday-Friday.
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