Appendix 1.  Policies and Procedures


APPENDIX 1. POLICIES AND PROCEDURES
1.1
CURRENT EVENTS GUIDELINES FOR FACILITATORS
1.1.1 Suggest, by placing topic categories on the board, basic news categories (national, state, local, etc.) to promote participation.   

1.1.2 Moderate discussions, or delegate another attendee to do so, encouraging an atmosphere of respect, civility, and good humor.

1.1.3 Any topic is allowable as long as participants offer opinions as their own and refrain from verbally attacking or advocating to others.  

1.1.4 If one or more participants engage in aggressive behavior, defuse the situation as needed.  If necessary, ask disruptive people to leave or cancel the session.  

1.1.5 If negative behavior recurs, notify the SSI Chair and submit written documentation of the observed event(s).
1.1.6 If the Chair cannot resolve it, the documentation will be passed on to the official designated representative at PCC who will take it from there.  
1.1.7 Encourage participants in current events discussions to 

a.  Speak loudly and slowly, and enunciate clearly.
b.  Take no longer than five minutes to present a topic in order to allow for   discussion by the group.
c. For longer articles, summarize and then cite their source so that others who wish further detail can seek it out. 
d. For a topic that will require a longer time to discuss, arrange with the moderator before class so that time can be allowed.
e. Refrain from interrupting or engaging in side discussions or distracting behavior when someone else has the floor.
Adopted June 1994

Revised May 2013
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1.2     NON-HARASSMENT POLICY

1.2.1 The Senior Studies Institute policy on non-harassment involving sexual, racial, religious, and national origin matters is the same as that of Portland Community College (attached) and will be handled in accordance with their policies and procedures.

1.2.2   All infractions of the above will be referred directly to the Chief Diversity Officer of Portland Community College – (971) 722-5841.

Adopted August 2006 

Reviewed and Reaffirmed May 2013
Reviewed August 2019
Portland Community College Nonharassment Policy           (SSI   1.2 continued)
Policy Statement
The College’s goal is to provide an atmosphere that encourages individuals to realize their potential. Therefore, it is against the College’s policy for any manager, supervisor, faculty, staff, or student to engage in harassment or discrimination of any member of the College community based on his/her race, color, religion, ethnicity, use of native language, national origin, age, sex, marital status, height/weight ratio, disability, or sexual orientation. The prohibition against harassment or discrimination based on the use of native language does not require the College to offer classes in any language other than English. Under the College’s policy harassing or discriminatory behaviors will not be tolerated. Therefore, it is the responsibility of every member of the College community to strictly comply with the policy. This includes notifying each employee/student of his or her rights and responsibili​ties under PCC’s Nonharassment Policy. Management staff will be held accountable for taking reasonable action to maintain work sections and educational environments free of conduct that causes, or reasonably could be considered to cause, intimidation, hostility, or discrimination.
Any person who believes he or she has been discriminated against or harassed by a College employee, representative or student is encouraged to file a complaint through the Affirmative Action Office. Non-affirmative action complaints are to be filed in accordance with the appropriate collective bargaining unit, if any, or through the student grievance procedure, or, the procedure in the Management/Confidential Handbook.
At any point in the procedure, the complainant may file a complaint with (1) the Equal Employment Opportunity Commis​sion (EEOC); (2) the Oregon Bureau of Labor and Industries Civil Rights Division; or (3) the U.S. Department of Education, Region X. If the complainant chooses to file through any of these agencies or in court, the internal complaint procedure will be stopped.

Definition of Harassment
Harassment: verbal, visual or physical behavior that.
a) can reasonably be perceived by the receiver(s) as unwelcome/offensive and refers in a demeaning way to characteristics of any of the groups listed in the policy statement above; and

b) creates a hostile or adverse work/educational environment; and

c)  subjects employees or students to different terms or conditions based on the characteristics listed in the policy statement. Examples of harassment may include, but are not limited to: comments, slurs, jokes, symbols, innuendos, cartoons, pranks, physical harassment, etc., which are derogatory on the basis of characteristics listed in the policy statement.

The most common types of harassment are defined below,

1. Sexual Harassment:  Sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature. The courts have interpreted the principles reflected in the EEOC guidelines as describing two principle types of sexual harassment:
a) QUID PRO QUO cases: harassment used as a term or condition of employment. It occurs when specific academic or employment benefits are withheld as a means of coercing sexual favors. This type of harassment occurs when the patty in the superior position of power uses his or her actual or apparent authority to hire, fire, discipline, or promote.

b) WORKING CONDITIONS cases: harassment that creates a “poisoned” or "hostile” work environment. In typical “working conditions” cases, a superior either creates or condones a work environment in which sexual harassment exists. A hostile environ​ment can be caused by sexually demeaning jokes or remarks.

2. Sex-Based Harassment; a behavior that degrades, denigrates, ridicules, and/or is physically abusive of an employee/student because of his or her perceived gender or sexual orientation.
3. Racial Harassment: a behavior that denigrates, ridicules, and or is verbally or is physically abusive of an employee/student because of his or her perceived race.
4. Harassment Based on National Origin: a behavior that denigrates, ridicules, and/or is physically abusive of an employee/student because of his or her perceived ancestry, heritage or background identification.
Non-retaliation Statement
 No employee or student shall be fired, expelled, suspended or otherwise harassed or discriminated against because he or she has filed a complaint, internally or externally, or has objected to, or testified about a possible violation of the law and/or PCC policy.
Complaint Procedure
There is both an informal and formal complaint procedure. Normally the informal process is followed before any formal process begins unless the Affirmative Action Director decides it is more appropriate to go to the formal process.

The Affirmative Action Office may request assistance from a member of the Affirmative Action committee to help with the process.

The Affirmative Action Office, at its discretion, may enlist any help it chooses to resolve a complaint on an internal basis.
Any individual may initiate a discrimination or harassment complaint by contacting the Affirmative Action Office. The allegations will be examined for Affirmative Action/ Equal Employment Opportunity merit. A record will be kept of the complaint or incident for the time period required by law.

If any of the College's representatives typically involved in processing a Nonharassment Policy complaint become the subject of the complaint, die following guidelines will be followed:

If the President is the subject of allegations of harassment or discrimination the complaint will go directly to the Chair of the Board of the College.

If the Affirmative Action Director or any member of the Affirmative Action staff is the subject of allegations of harassment or discrimination the complaint will go directly to the President.

If the complaint is against the Board of Directors, the complaint falls outside the scope of this document and should be filed with the State of Oregon Affirmative Action Director.

Step I: for Informal Complaint Procedure

The informal procedure attempts to resolve the complaint through personal and cooperative meetings with the involved parties. If informal means do not resolve die complain!, the complainant has the option of filing a formal complaint.

a) Complaints within the scope of the Nonharassment Policy must be addressed to the Affirmative Action office either orally or in writing.

b) Complaints must be made within a maximum of 180 days after a disputed action.

c) After receiving an informal complaint, the Affirmative Action Officer may designate someone who will:

d) Meet with the complainant and determine the nature of the complaint.

e) Explain the informal complaint procedure, develop an action plan, and inform the complainant of available outside agencies.

f) Attempt to resolve the complaint by meeting with the complainant, accused, College officials, and anyone else involved. These meetings will be informal, and unless both agree in writing, neither the complainant nor the College will be represented by an attorney.

Step II: Formal Complaint Procedure

g) If the complaint is not resolved informally the Affirmative Action Director will inform the complainant of their right to file a formal complaint. If the complainant wants to file a formal complaint he or she will be asked to prepare a written statement, using appropriate forms, on the basis of the claim and a summary of the facts which are alleged to constitute discrimination or harassment. Employees may have the right to file a grievance with their appropriate collective bargaining unit at this time instead of through die College’s Nonharassment Policy

.

h) The AFFIRMATIVE ACTION Director will meet with the complainant to determine the specifics of the complaint. The Director will determine whether the complaint has basis under the Nonharassment policy.

If the Director determines that the complaint has no basis under the Nonharassment Policy, the investigation will not pro​ceed. The Director will discuss any options with the complainant.

i) If the complaint alleges behavior that is prohibited by the Nonharassment Policy, the Affirmative Action Office shall notify the person against whom the complaint has been made, appropriate management and the direct supervisor.

 Prior to meeting with the person against whom the complaint has Ix-en made a summary outlining the specifics of the complaint will be given to the accused. The Affirmative Action Office designee, shall objectively investigate the allega​tions, interview witnesses (stating to witnesses who filed a complaint against whom) and review any supporting documen​tation. All parties involved have the right to have another person present as a witness during interviews.
1.3   NON-PARTISANSHIP
1.3.1 The Senior Studies Institute (SSI) shall remain non-partisan in all political matters and shall not endorse candidates for political office, ballot measures, or any other questions appearing on a public ballot.
1.3.2 This policy is not meant to preclude SSI from conducting group discussions of political matters or from extending invitations to appointed or elected officials or other outside speakers to express at class sessions their views on issues of public concern.  However, no member or guest who is currently running for office is allowed to campaign in a class or Current Events session.
1.3.3 Further, this policy is not intended to restrict individual members or groups of members from taking public positions on political candidates or issues of national, state, or local importance provided that their position statements make clear that the views expressed are solely their own, and that they in no way represent the view of the Senior Studies Institute or Portland Community College.
1.3.4 No member or presenter may solicit donations, recruit at an SSI meeting or promote or advertise non-SSI events.

Adopted 1995/96

Revised May 2013
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1.4     CONTROL OF FUNDS

1.4.1   General

1.4.1.1   On April 25, 2000, an endowment fund known as the Senior Studies Institute Scholarship Fund was established at the Portland Community College Foundation (PCCF). The Fund is administered by PCCF.  Donations are tax-deductible.

1.4.1.2   Annual awards from a portion of the interest earned on the principal will be made when sufficient to fund one or more scholarships.  The Foundation’s Scholarship Committee will recommend recipients of awards to an SSI representative.  SSI may participate in reviewing scholarship applications.

1.4.2 Income
1.4.2.1    All income from membership dues, parking permits, event reservations, and other activities shall be deposited to SSI’s PCC Foundation account.  Incoming checks should be made payable to the PCC Foundation.  Bill payments shall be by checks drawn on the account and issued by the PCC Foundation.  SSI shall have no petty cash fund.

1.4.2.2   Membership dues:  Dues are collected throughout the year, primarily between July and September. Members who join after May 15 of the current SSI year will continue as members through the following SSI year.  The Membership Chair makes copies of dues checks and forwards the checks to the Treasurer for deposit in the PCC Foundation account.
1.4.2.3    Parking permits:  Each term, PCC issues parking permits to the SSI Treasurer or other designated SSI member, who distributes them to Site Coordinators.   Coordinators sell them to members.  Payments are collected by the designated member and turned over to the Treasurer, who deposits them.  The designated member returns unsold permits to PCC.

1.4.2.4   Reservations:  Coordinators of SSI luncheons and other events shall receive reservation checks and cash and forward them to the SSI Treasurer for recording and deposit.

1.4.2.5   Non-budgeted income:  From time to time, SSI may receive revenue from activities conducted by SSI or other entities.  No member shall receive payment for participating in these activities.  Checks for those proceeds, designated for the SSI Scholarship Fund, shall be sent to the PCC Foundation.

1.4.3   Expenditures

1.4.3.1   All bills are to be sent to the Treasurer for payment.  No disbursement will be approved unless properly supported in writing by an invoice, receipt, or request for honorarium payment.  Emails sent to and printed by the Treasurer from a Board member suffice as documentation when no other paperwork exists.

1.4.3.2   Expenditures over $250 not previously budgeted must be approved in advance by the SSI Executive Committee.  A formal record of each such approval, including the name of the initiator, the purpose of the expenditure, and the approved amount, must be included in the minutes of the meeting.

1.4.3.3   Honoraria:  SSI’s “Awards Policy for Outside Presenters” (Appendix 1, Section 6) shall be followed by the Treasurer.

1.4.3.4   Memorial donations:  Upon notification of the death of a member in good standing the Treasurer shall request a check for $50.00 to the PCC Scholarship Fund in honor of the deceased.  (See “Memorial Policy”)

1.4.3.5    Other donations: Checks for donations to SSI intended for the PCC Scholarship Fund, from individuals or SSI fund-raising activities, shall be designated “For the PCC SSI Scholarship Fund.”

1.4.3.6   Out-of-pocket expenses: Incidental expenses of members (incurred for postage, copying, office supplies, etc.) are to be submitted directly to the Treasurer in writing, accompanied by receipts describing the purchased items and the total reimbursable cost.

June 2000

Adopted as revised: 2011

Revised May 2013
Revised October 2014

Reviewed October 2016

Revised August 2019
1.5   AUDIT PROCESS
1.5.1   The SSI Chair will appoint an ad hoc Audit Committee, composed of three non-Board members, to conduct an annual audit within 90 days after the previous year’s fiscal records are completed. 

1.5.2   The past year’s Treasurer shall assist the Committee. 

1.5.3
 The Audit Committee Chair will report its findings to the SSI Board within 30 days after completing the audit.

1.5.4
 Prior to the audit, the Audit Committee Chair should become familiar with the scale and contents of the records and should organize the audit process.

1.5.5
 The Committee will place high priority on documentation of cash payments and receipts for parking permits, membership dues, and non-budgeted revenue and expenses.

Adopted   2011

Revised May 2013
Reviewed October 2016

Reviewed August 2019
1.6   AWARDS TO OUTSIDE PRESENTERS
1.6.1   The Curriculum Committee Chair is authorized to pay up to $100 for an outside speaker. These payments may be made without Board authorization as long as they are within the Curriculum Committee budget.
1.6.2 These honoraria are applicable to non-members of SSI: an SSI member who coordinates, moderates, presents, or otherwise exercises a leadership role in an SSI course or class shall not be entitled to an honorarium.

1.6.3
The Curriculum Committee Chair will notify the Treasurer to request a check for honoraria to guest speakers.

1.6.4
The Curriculum Committee Chair (or designee) may provide an SSI letter of appreciation to each non-member speaker.

Adopted May 2013
Reviewed October 2016
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1.7
MEMORIAL POLICY
1.7.1 It is the policy of Senior Studies Institute (SSI) to donate a sum of $50.00 to the SSI Scholarship Fund on the death of an SSI member whose history of membership qualifies him or her to be so honored according to any of the criteria specified below:


1. The decedent was an active SSI member at the time of his or her death, or


2. The decedent was a former member who had been an active member.
1.7.2 
Request for the donation shall be sent to the Portland Community College Foundation Office by the Treasurer along with a transmittal letter giving the member’s name and address so that an acknowledgement letter may be sent to the family.

Date: January 5, 1996 

Revised: February 6, 2004 

Revised: February 2009

Revised May 2013
Revised October 2014

Revised January 2017

Revised August 2019
1.8 
MEMBERSHIP FEES

1.8.1
Fees for membership in Senior Studies Institute (SSI) shall be set by the SSI Board and collected on an annual basis.

1.8.2 
A membership shall commence each September 1 and extend through August 31 of the following year. A person may join SSI at any time during the membership year. 
1.8.3 
A non-member may attend any two class sessions as a guest. After two such guest visits, if the non-member wishes to continue attending classes, full payment of the annual membership fee is required. Exceptions will be made when a special arrangement is made with the host facility.

1.8.4
A membership fee will be refunded when requested within two weeks of payment. No refunds will be permitted subsequent to that time except in unusual situations.
1.8.5
Any active SSI member who is unable to pay the membership fee may privately request a scholarship by speaking to the Chair or Membership Chair.  Scholarships are based on need.  No paperwork is required.

Revised February 28, 1995

Revised March 8, 1995

Revised April 3, 1995

Revised June 5, 1995

Dated July 11, 1996
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1.9 
 EMERITUS MEMBERSHIP 

1.9.1
    An emeritus member of Senior Studies Institute (SSI) is defined as a formerly active member who can no longer be active in SSI. 

1.9.2    Emeritus members are exempt from paying the annual membership fee.   

1.9.3
    Emeritus members will be listed in the annual SSI membership directory and will be designated as “Emeritus” members. 

1.9.4    Emeritus members are entitled to receive all SSI mailings. 

1.9.5    Determination of eligibility for emeritus membership shall be the responsibility of the SSI Board. 

Draft: 4/9/04 

Approved: 8/6/04 

Revised: February 2009 

Reviewed and Reaffirmed May 2013
Reviewed October 2016

Reviewed August 2019
1.10
SSI CLASS CANCELLATION POLICY

1.10.1
   During inclement weather, if Portland Public Schools (PPS) are closed for the day, all SSI classes and current events discussions will be cancelled for that day. If PPS are subject to a two-hour delayed opening, SSI morning activities will be cancelled, but afternoon events will not be affected. 

  

1.10.2   SSI members are responsible for monitoring school closure updates to determine whether to proceed to an SSI location for a class or discussion.

1.10.3
    Cancellation of classes for other reasons will be communicated to the membership by email as quickly as possible after notification and posted on the website www.ssipdx.org.

1.10.4
     SSI members who do not have email should identify a fellow member who will be willing and able to let them know of SSI program cancellations.
Adopted at the Board Meeting - February, 2012

Revised May 2013
Revised January 2017

Revised August 2019
1.11
 SSI DOCUMENT REVISION AND REVIEW PROCEDURE

1.11.1 For the process to amend Senior Studies Institute Constitution, Bylaws, Policies and Procedures (Appendix 1) and Statements of Responsibilities for Board Members (Appendix 2), see Section XV of the Constitution.  

1.11.2 A committee of four SSI Board members will review the Constitution, Bylaws, Policies and Procedures (Appendix 1) and Statement of Responsibilities for Board Members (Appendix 2) on a biennial basis, beginning in 2014.

1.11.3 The document review will take place during summer, and suggested revisions submitted to the Board at its October meeting. The Board will vote on the proposed changes at the November meeting.  As described in Section XV of the Constitution, changes to the Constitution and Bylaws will first be approved by the Board and then brought to a vote of the general membership.  Changes to other SSI documents will be approved by a Board vote only.

Date: May 2014
Revised January 2017
Reviewed August 2019
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