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Introduction
The Right to Know and Campus Security Act of 1990 and the Drug Free Schools and Communities Act
Amendment of 1989 require colleges to implement and enforce policies as outlined by law, including
safety and illegal drug use prevention programs and policies. This legislation and other legal mandates
stipulate that employees have a right to information about campus safety and campus policies,
procedures and services regarding health, safety and overall operations. This annual publication has
been developed to fulfill that obligation. Additional information of general assistance to employees also
has been included.
For additional information regarding material included in this booklet, contact Human Resources at ext.
5319.

Disclaimer
This Handbook is a guide only and not a contract. Nothing in this handbook should be construed as a
contract.

Key Telephone/Pager Numbers
Affirmative Action - ext. 5213
Emergency Services - 9-911 from any campus office phone or 911 from any cell phone
Health Services - ext. 5181
Human Resources Office - ext. 5319
Information & Assistance - 0
Maintenance Office - ext. 5007
Maintenance (after 3:30 p.m.) – contact the 2nd shift custodian at 343-2321 or Public Safety ext. 5083
Public Safety Office - ext. 5083

Civility Statement
SUNY Broome is committed to providing an environment which is conducive
to learning and civility. Civility is a commitment to respect one another and
encourage professional and academic growth with open communication, honesty,
and empathy. Civility is a dedication to provide these values to everyone within
this community. The college wishes to promote civility through these core values in
every aspect of campus affairs:
• Respect one another and property
• Significance of every person’s right to be heard
• Help one another to succeed
• Be accepting of all people
• Open communication between; administration, faculty, staff and students
• Honesty
• Personal integrity
• Acting with kindness and consideration towards others
• Safety
• Promoting social responsibility
• Professional and Academic growth
• Non-violence
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• Pride of institutional and collegiate community
• Promotion of Shared Governance
SUNY Broome commits to producing well rounded students who are not only
educated, but skilled and prepared for challenges of the future. While this civility
statement cannot guarantee the principled and considerate conduct we all would
hope for, it can serve as a guideline for all members of this academic community.
All members of the SUNY Broome community are expected to uphold the above
outlined commitments to promote civility amongst one another.

Policies
Non-Discrimination Statement
In all of its activity, the College adheres to its non-discrimination commitment:
SUNY Broome Community College does not discriminate on the basis of race, sex, color, creed, religion,
age, national origin, disability, marital status, sexual orientation, gender identity, transgender status,
pregnancy, predisposing genetic characteristics, domestic violence victim status, military status, or status
as a disabled veteran or veteran of the Vietnam era in the recruitment of students; the recruitment and
employment of faculty and staff; or the operation of any of its programs and activities. In this context
sexual discrimination includes sexual harassment and sexual violence. State and federal laws apply
where relevant.
The designated coordinator for compliance with Title VI and VII of the Civil Rights Act of 1964, as
amended, Title IX of Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, as
amended, and Section 402 of the Vietnam Era Veterans Readjustments Assistance Act of 1974, as
amended, is the Affirmative Action/Equal Opportunity Officer. Students/employees may obtain
information on SUNY Broome’s discrimination complaint procedure at www.sunybroome.edu – About –
Our Values and Vision, Policies and Procedures – 5.0 Procedures Related to Campus Administration –
5.18 Discrimination Complaint Procedure.
For further information, contact the Affirmative Action Officer at 778-5213.
SUNY Broome Community College is an Affirmative Action/Equal Opportunity Employer.

Uniformed Services Employment and Reemployment Rights
The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA, 38 U.S.C. §§
4301 – 4335) is a federal law intended to ensure that persons who serve or have served in the Armed
Forces, Reserves, National Guard or other “uniformed services:” (1) are not disadvantaged in their civilian
careers because of their service; (2) are promptly reemployed in their civilian jobs upon their return from
duty; and (3) are not discriminated against in employment based on past, present, or future military
service. The federal government is to be a “model employer” under USERRA. See 38 U.S.C. § 4301.
https://osc.gov/pages/userra.aspx
For further information please contact the coordinator of Veteran’s Services at 778-5148.
The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA, 38 U.S.C. §§
4301 – 4335) is a federal law that protects the job rights of individuals who voluntarily or involuntarily
leave employment positions to undertake military service or certain types of service in the National
Disaster Medical System. USERRA also prohibits employers from discriminating against past and present
members of the uniformed services, and applicants to the uniformed services.
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Rights and Protections:
-Reemployment rights
-Health Insurance Protection
-Right to be free from discrimination and retaliation
-Enforcement
https://www.dol.gov/vets/programs/userra/aboutuserra.htm

For further information please contact the coordinator of Veteran’s Services at 778-5148.

Discrimination Complaint Procedure Commitment
SUNY Broome Community College is committed to maintaining a learning and work environment that
is free from discrimination and harassment. As such, SUNY Broome Community College does not
discriminate on the basis of race, sex, color, creed, religion, age, national origin, disability, marital
status, sexual orientation, gender identity, transgender status, pregnancy, domestic violence victim
status or veteran status in the recruitment of students, in the recruitment and employment of faculty
and staff, or in the operation of any of its programs and activities. In this context sexual
discrimination, includes sexual harassment, sexual assault, and sexual violence. State and federal laws
apply where relevant.

Discrimination Complaint Procedure
In accordance with SUNY Broome Community College's non-discrimination commitment and applicable
law, SUNY Broome Community College maintains a Discrimination Complaint Procedure. This
procedure provides for prompt investigation and resolution of allegations of discrimination, including
allegations of sexual harassment, sexual assault and sexual violence.

Sexual harassment is conduct of a sexual nature including unwelcome sexual advances, requests for
sexual favors, and other verbal, nonverbal, or physical conduct of a sexual nature, the conditioning of
decisions about employment conditions or benefits, or the conditioning of access or educational
advancement upon sexual favors. This includes conduct of a sexual nature that interferes with an
employee’s work performance or a student’s academic performance, or creates an intimidating, hostile
or offensive work or academic environment. Sex discrimination here includes sexual harassment as
well as sexual assault and sexual violence. Sexual violence refers to physical sexual acts perpetrated
against a person’s will or where a person is incapable of giving consent. Inability to give consent may
be due to a victim’s disability that limits informed sexual decision making, impairment due to drugs or
alcohol, lack of consciousness, being involuntarily restrained or any of the parties being under the age
of 17. Sexual violence includes rape, sexual assault, sexual battery, and sexual coercion.

The Discrimination Complaint Procedure is non-adversarial and fact-finding in nature. It does not
supplant any other complaint or grievance procedures provided for by collective bargaining agreement
or the student code of conduct. A complainant using this procedure retains the right to file a complaint
with the appropriate state and/or federal agency in accordance with their respective filing
requirements and deadlines. A complainant is not required to pursue the SUNY Broome Community
College procedure before filing a complaint with a state or federal agency. Further, if a complainant
chooses to pursue the SUNY Broome Community College procedure, the complainant is free to file
a complaint with the appropriate state or federal agency at any point during the process. Except in
the case of complaints of sexual violence, upon filing with an external agency, the SUNY Broome
Community College internal complaint procedure will be terminated and the matter referred to the
Broome County Law Department for review, defense or, if deemed appropriate by counsel,
involvement in mediation, conciliation or settlement with the external agency where the complaint was
filed, or such other actions as may be in the interests of the College.
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Retaliation
Anyone who participates in the Discrimination Complaint Process has the right to do so without fear of
retaliation. Individuals who file a sex discrimination complaint under Title IX and those persons who
assist in or cooperate in the investigation of a complaint will not be subject to retaliation by any member
of the college community for submitting and pursuing a complaint under this procedure.

Confidentiality
To the extent possible, the complaint procedure will respect the confidentiality of the parties involved. A
discussion concerning potential discrimination may remain confidential with no action taken when an
individual wishes only to make an inquiry and does not disclose any identifying information about herself
or himself or about the other party (ex: name, department, and unit). Please note – lack of information
can limit the type of effectiveness of our response. However, even in the absence of a written complaint,
the College has an obligation to make reasonable efforts to investigate and address instances of
sex discrimination when it knows or should have known about such instances, regardless of
complainant cooperation and involvement.
Scope
The Discrimination Complaint Procedure may be used by SUNY Broome Community College students,
faculty, staff, campus organizations, and other individuals who believe they have been victims of
discrimination in violation of federal, state, or local laws, or in violation of SUNY Broome's nondiscrimination commitment. The procedure will be published in the Employee Information Booklet and in
the Student Handbook for Safety, Health, and Code of Conduct.
The Affirmative Action Officer is a resource person for information concerning discrimination and for
people who believe they have been subjected to discrimination. SUNY Broome’s Affirmative Action Officer
and Deputy Title IX Coordinator is Paige Sedlacek, in the Human Resources Office, room 103 in the Wales
Building, at 778-5213 and sedlacekpm@sunybroome.edu. SUNY Broome’s Title IX Coordinator is Scott
Schuhert, Dean of Students, located in the Science Building room 226, at 778-5681 and
schuhertsm@sunybroome.edu. Contact information
about the Affirmative Action Officer and Title
IX Coordinator will be posted in each campus building along with the name, office location, e-mail
address and phone number. Additionally, people who have been subjected to discrimination should
feel free to contact and seek the assistance of College officials including among others, chairs, deans,
directors, counselors, advisors and supervisors.
Responsibility
Any employee who receives a report or complaint of harassment, discrimination or sexual violence
should contact the AAO or Title IX Coordinator.
President, executive vice president, vice president, deans, directors, department heads, officers, chairs,
and supervisors
• Must report sexual harassment, discrimination or sexual violence that they observe or learn
about to the AAO or Title IX Coordinator.
• Be proactive in preventing discrimination and harassment when possible.
Faculty, staff, and students
• Understand and refrain from behavior that violates this policy or otherwise creates a hostile
environment for others. Remember that it is not the intent of the individual’s behavior rather the
perception of the individual that the behavior is hostile or discriminatory that gives rise to a claim
under this policy.
• Talk to the person involved if you feel you can do so safely. You might explain why you were
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•
•

offended by what occurred. Sometimes a clearing of the air is all that is necessary.
Keep a record of what occurred. Include direct quotes, witnesses, and patterns to the harassing
behavior. Save any relevant cards, letters, or e-mail messages sent, however harmless they
may seem.
Do not ignore the situation. Take action. Seek out assistance of your supervisor, professor,
advisor, and/or report directly to the AAO or Title IX Coordinator.

Definitions
Sex Discrimination – behaviors and actions that deny or limit a person’s ability to benefit from, and/or
fully participate in the educational programs or activities or employment opportunities because of a person’s
sex. This includes but is not limited to sexual harassment, sexual assault, sexual violence by employees,
students, or third parties.

-Sexual Harassment - is conduct of a sexual nature including unwelcome sexual advances,
requests for sexual favors, and other verbal, nonverbal, or physical conduct of a sexual nature,
the conditioning of decisions about employment conditions or benefits, or the conditioning
of access or educational advancement upon sexual favors. This includes conduct of a
sexual nature that interferes with an employee’s work performance or a student’s academic
performance, or creates an intimidating, hostile or offensive work or academic environment.

-Sexual Assault – a physical sexual act or acts committed against a person’s will and consent
or when a person is incapable of giving consent, incapable of appraising the nature of the
conduct, or incapable of declining participation in, or communicating unwillingness to engage
in, a sexual act or acts. Sexual assault is an extreme form of sexual harassment. Sexual
assault includes rape, date rape, and acquaintance rape.

-Sexual Violence – physical sexual acts perpetrated against a person’s will or where a person is
incapable of giving consent.
Consent – Affirmative consent is a knowing, voluntary, and mutual decision among all participants to
engage in sexual activity. Consent can be given by words or actions, as long as those words or actions
create clear permission regarding willingness to engage in the sexual activity. Silence or lack of
resistance, in and of itself, does not demonstrate consent. The definition of consent does not vary based
upon a participant’s sex, sexual orientation, gender identity, or gender expression.

A) Consent to any sexual act or prior consensual sexual activity between or with any party does
not necessarily constitute consent to any other sexual act.
B) Consent is required regardless of whether the person initiating the act is under the influence of
drugs and/or alcohol.
C) Consent may be initially given but withdrawn at any time.
D) Consent cannot be given when a person in incapacitated, which occurs when an individual
lacks the ability to knowingly choose to participate in sexual activity. Incapacitation may be
caused by the lack of consciousness or being asleep, being involuntarily restrained, or if an
individual otherwise cannot consent. Depending on the degree of intoxication, someone who is
under the influence of alcohol, drugs, or other intoxicants may be incapacitated and therefore
unable to consent.
E) Consent cannot be given when it is the result of coercion, intimidation, force, or threat of harm.
F) When consent is withdrawn or can no longer be given, sexual activity must stop.
Title IX – Title IX of the Education Amendments of 1972 prohibits sex discrimination in educational programs
and activities. No person in the United States shall, on the basis of sex, be excluded from participation
in, be denied the benefits of, or be subjected to discrimination under any education program or activity
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receiving Federal financial assistance.
Informal Complaint - An informal complaint may take the form of an inquiry or discussion with the
Affirmative Action Officer, Title IX Coordinator or another college representative. An informal complaint
need not be in written form. It may or may not involve the complainant disclosing identifying information
about him or herself or about a respondent.

Please note: Complaints of sexual violence may not be processed through informal complaint, but
must go immediately to the formal complaint process or to the appropriate employee or student
disciplinary process. The College must also take immediate steps to protect a student complainant
and may not wait for the conclusion of a pending criminal investigation or proceeding.
Formal Complaint -A formal complaint is a written, dated, and signed document which alleges a
violation of federal, state, or local anti-discrimination laws or regulations, or of SUNY Broome's nondiscrimination commitment, and details the facts that the complainant believes support that complaint.
Complainant - An individual or organization that submits a complaint under this procedure.
Respondent - The respondent is the person the complainant claims is responsible for violations alleged in
a complaint. The term may be used to designate persons with direct responsibility for a particular action,
or persons with supervisory responsibility for procedures and policies in the areas covered in the complaint.
Affirmative Action Officer and Title IX Coordinator - Resources for those who believe they have been
subjected to discrimination. The Affirmative Action Officer and Title IX Coordinator are charged with
making recommendations to the President to insure that SUNY Broome complies with federal, state,
and local anti-discrimination laws and with SUNY Broome’s non-discrimination commitment.
College Representative - A counselor or someone who works in an administrative or supervisory capacity
at the college, such as a department chair, a dean, advisor or a supervisor.
Day - A business day, i.e., a day when the college is officially open.
Discrimination Complaint Procedure for Review of Allegations of Unlawful Discrimination
Informal Complaint
Anyone may seek advice, information, or assistance in dealing with matters related to discrimination
without having to file a formal complaint. With the exception of sexual violence, such matters frequently
can be resolved on an informal basis.
Persons who feel they are being subjected to discrimination, or who are uncertain as to whether what they
are experiencing is discrimination, are encouraged to talk to the Affirmative Action Officer, Title IX
Coordinator, to another college representative, such as a counselor, advisor, or someone who works in
an administrative or supervisory capacity at the college, to the Human Resources Officer, a director,
a department chair, a dean, or a supervisor. A college representative who receives an informal
complaint should seek the assistance of the Affirmative Action Officer or Title IX Coordinator in
responding to an informal complaint.
The aim of informal complaint resolution is to ensure that the alleged offending behavior ceases and
that the matter is resolved as expeditiously as possible. During the informal resolution process, the
person seeking information and advice will be counseled as to the options for action available to her
or him. In matters of sexual violence, the matter must move to the formal complaint procedure and
the college must pursue an investigation.
There are several ways of resolving most matters informally. For example, the Affirmative Action
Officer, Title IX Coordinator, or the college representative working with the person bringing an informal
complaint might offer advice on how the individual might resolve the matter directly with the other party,
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or might serve as an informal mediator, working with both parties to assure that the offending behavior
stops. The college representative responding to an informal complaint should maintain a file about
the situation and the outcome of the informal complaint.
It is important to note that informal resolution procedures will only be used if the parties voluntarily
agree to use this mechanism. The complainant is not required to resolve the problem directly with the
respondent and there are instances which the informal resolution mechanism may be inappropriate (ex.
Sexual assault or a student complaint of sexual harassment against an employee in a position of authority
over the student). The complainant has the right to end the informal process at any time and begin the
formal stage of the complaint process.

Formal Complaint
A. Any party who chooses to file a formal complaint alleging unlawful discrimination, or discrimination
in violation of SUNY Broome’s non- discrimination commitment, shall file the complaint with the
Affirmative Action Officer or Title IX Coordinator. Any complaint of sexual violence in violation of
Title IX must be handled as a formal complaint. Formal complaints are written, dated and signed
by the complainant (SUNY Broome Community College Discrimination Complaint form,
Appendix A). The Affirmative Action Officer or Title IX Coordinator shall provide assistance to
any complainant needing help to prepare his/her complaint. The Affirmative Action Officer or
Title IX Coordinator shall also inform the complainant of their Title IX rights, additional internal
and external resources, their right to file a complaint with a local law enforcement agency, and
additional avenues through which a complaint may be filed, including the applicable time limits
for filing with each agency.

B. The Affirmative Action Officer or Title IX Coordinator shall seek to resolve the complaint (except
for any complaint of sexual violence) through informal mediation. (In the case of a complaint of
sexual violence, the Affirmative Action Officer or Title IX Coordinator must continue the formal
complaint and investigation process.) She/he shall have the right to conduct an investigation and
shall have access to all information relevant to the case. It should be noted that rights and
allowances (ex. to have representation, to present witnesses or other evidence) must be available
to both parties.

If within 30 days from the date of the filing of the complaint, (except for any complaint of
sexual violence) the Affirmative Action Officer or Title IX Coordinator is able to resolve the
complaint by informal mediation, she or he shall close the case, sending a written notice to
the complainant and respondent.

C. Both compliant and respondent are entitled to prompt, adequate, reliable and impartial
investigation of all complaints including the opportunity for the parties to present witnesses and
other evidence.

Within 3 days after receiving a formal complaint, the Affirmative Action Officer or Title IX
Coordinator shall give a copy of the complaint to the respondent.

D. There will be available interim measures to the complainant during the College’s
investigation of possible sexual harassment. For example, how to obtain counseling and
academic assistance, and/or interim measures to be taken should the alleged perpetrator
live on campus near or attend classes with the victim.

E. The preponderance of the evidence standard will be used for the investigation of alleged sexual
discrimination and sexual harassment. Preponderance of the evidence is defined as the amount
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of evidence which demonstrates that it is more likely than not the conduct occurred.

F. If the evidence supports a finding that there is no basis for a complaint alleging discrimination, the
Affirmative Action Officer or Title IX Coordinator shall recommend, in writing, to the President,
the complainant, and the respondent that the case be closed. The President may accept that
finding and may direct the Affirmative Action Officer or Title IX Coordinator to close the case. If
the complainant is dissatisfied with a decision to close a case, the complainant may file a
formal complaint with the appropriate state or federal agency in accordance with the agency’s
filing deadlines.

G. After investigating the case and in consultation with the Human Resources Officer and the
college attorney, the Affirmative Action Officer or Title IX Coordinator shall make a
recommendation to the President as to the resolution of the case. The recommendation shall
include a synopsis of the case and evidence collected with an analysis of such evidence
and rationale for the recommendation.

H. Within 30 days after receiving the complaint, the President shall make his or her determination
as to whether or not unlawful discrimination or discrimination in violation of the College's nondiscrimination commitment occurred. This timeframe can be extended, due to complexity of
the investigation, timing of the reporting, availability of witnesses, etc. The need for an
extension of time will be communicated in writing to the parties. The action of the president
shall be final. Within 7 calendar days following the issuance of determination by the president,
The President or designee shall send a notice of outcome of the investigation to both the
complainant and respondent. The Affirmative Action Officer or Title IX Coordinator will receive
a copy of the letter.

I.

Upon conclusion of the investigation there are several potential outcomes of a formal complaint.
Each situation is unique and is reviewed in the context of applicable laws and policies and
within the standard of preponderance of the evidence presented. Below is a list of possible
outcomes(this is not an exhaustive list):
• The matter is able to be resolved informally by the parties and there are no other
issues requiring the AAO or Title IX Coordinator involvement (this option is not
appropriate for sexual violence complaints).
• The complainant elects to withdraw the complaint and/or requests that there be no
further investigation, and there are no other factors which require continuation of the
investigation.
• There is insufficient evidence to support a finding of a violation of the College’s policies
against discrimination and/or harassment.
• There is sufficient evidence for the AAO or Title IX Coordinator to
recommend appropriate action:
1. For Students – The Dean of Students, in consultation with the AAO, the
college attorney and in some cases the Director of Health & Safety, will
determine the specific charge(s) and apply corrective or disciplinary actions
as outlined in the student handbook.
2. For Employees in a Collective Bargaining Agreement – The AAO or Title
IX Coordinator in consultation with the Human Resources Officer, the
college attorney and Union Representatives will determine specific
charges(s) and follow the discipline procedures in the appropriate union
contract.
3. For Employees not in a Collective Bargaining Agreement – The AAO or
Title IX Coordinator in consultation with Human Resources, the college
attorney and the appropriate Vice President may make recommendations
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to the President as to the specific charges and corrective or disciplinary action.
J.

If the applicable campus disciplinary mechanism allows for an appeal, both parties will be
given the opportunity to appeal the decision. Any appeal will be conducted in an impartial
manner by an impartial decision maker.

K. If the complainant is dissatisfied with the President's response, the complainant may file a formal
complaint with the appropriate state or federal agency, in accordance with agency filing
requirements.

Employees may seek relief through the following:

•

Equal Employment Opportunity Commission, NY District Office, 33 Whitehall
Street, 5th Floor, New York, NY 10004

•

New York State Division of Human Rights, 44 Hawley Street, Room 603,
Binghamton, NY 13901
Court action

•

Students may seek relief through the following:

•
•
•

Office for Civil Rights, New York Office, U.S. Department of Education, 32 Old Ship
Road, 26th Floor, New York, NY 10005
New York State Division of Human Rights, 44 Hawley Street, Room 603,
Binghamton, NY 13901
Court action

Time Frame for Reporting and Further Provisions
A. Timely reporting is encouraged as the College must take steps to prevent discrimination
and harassment, prevent the recurrence of discrimination and harassment and to remedy
the discriminatory effects on the victim(s) and others. Time limits in each step of the procedure
may be extended by written notification to the complainant and respondent.

B. If the Affirmative Action Officer or Title IX Coordinator or the President fails to review or respond
within the time limits provided, the complainant may proceed to the next step.

C. If the complainant fails to pursue an action within the time limits provided, except in the
case of sexual violence, the complaint shall be deemed to have been withdrawn, unless evidence
is provided to the Affirmative Action Officer or Title IX Coordinator to show good cause for the delay.

D. The College will comply with law enforcement requests for cooperation and such cooperation
may require the College to temporarily suspend the fact- finding aspect of a Title IX
investigation while the law enforcement agency is in the process of gathering evidence. The
College will promptly resume its Title IX investigation as soon as notified by the law enforcement
agency that it has completed the evidence gathering process. The College will implement
appropriate interim steps during the law enforcement agency’s investigation period to provide
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for the safety of the victim(s) and the campus community and the avoidance of retaliation.

E. The statute of limitations for filing with the Equal Employment Opportunity Commission
(EEOC) is 300 calendar days, with the Office for Civil Rights of the
U.S. Department of Education is 180 calendar days, and with the New York State Division of
Human Rights is 365 calendar days from the date of the alleged discriminatory behavior.

F. In the event that the complaint is against the President of the College, the Affirmative Action
Officer or Title IX Coordinator will contact the Chairperson of the SUNY Broome Community
College Board of Trustees to discuss the situation. In consultation with the Board of Trustees
and/or the college attorney, an external hearing officer may be appointed. The external hearing
officer will perform the actions of the Affirmative Action Officer or Title IX Coordinator. The
external hearing officer shall make his or her recommendation to the Chairperson of the Board
of Trustees. The President will not be involved in any aspect of the case, except as respondent.

G. In the event that the complaint is against the Affirmative Action Officer or Title IX Coordinator,
the complainant should contact the President, who will then appoint an external hearing officer.
The external hearing officer will facilitate the complaint through this complaint procedure,
performing all of the functions of the Affirmative Action Officer or Title IX Coordinator. The
Affirmative Action Officer or Title IX Coordinator will not be involved in any aspect of the
complaint, except as respondent.
For more information on the Discrimination Complaint Procedure or for a copy of Appendix A please
contact Human Resources at X5319. Or go to www.sunybroome.edu – About - Our Values and Vision,
Policies and Procedures – 5.0 Procedures Related to Campus Administration – 5.18 Discrimination
Complaint Procedure.

Confidentiality
An employee of SUNY Broome Community College may become aware of confidential information on
students and/or other employees. It is the responsibility of all employees to understand and to comply
with the laws regarding disclosure of such confidential information.
Broome County Charter and Code Article, Code of Ethics, Section 19-3 Standards of Conduct prohibits
employees from disclosing confidential information acquired in the course of employment or from using
such information to further personal interest. The Family Educational Rights and Privacy Act of 1974
(Buckley Amendment) establishes specific rights for students and/or their parents and prevents the
release of certain information without the written consent of the student. Copies of these laws are
available in the Human Resources Office, W103.
Any internal or external requests for employee information should be referred to the Human Resources
Office at ext. 5319. Requests for student information should be directed to the appropriate department
(Admissions, Financial Aid, Registrar, etc.) where the information can be provided according to the
appropriate laws and the department’s guidelines.

Smoking, Tobacco and Related Products Policy
To promote campus health, SUNY Broome Community College prohibits the use of tobacco products and
smoking devices on campus, except for two designated outdoor smoking gazebos. This ban covers all
smoking and/or tobacco products, including chewing tobacco, smokeless tobacco, cigars, cigarettes,
pipes, electronic cigarettes and personal vaporizers.
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Individuals are prohibited from smoking or using any of the above listed products on College property
except in the designated gazebos. This policy for off-campus locations shall be dictated by the property
owners except in SUNY Broome owned, leased or rented space.
SUNY Broome asks the campus community to be considerate of others in regard to the use of tobacco
products and smoking devices.

Conflict of Interest
In keeping with our position of public trust, it is essential that all members of the college community avoid
any and all circumstances which could reasonably be interpreted as conflict of interest. Such
circumstances are those which would interfere with the unbiased and objective performance of one’s
professional duties.
Any employee of the College having an actual or potential conflict shall be responsible for announcing
that conflict to his/her supervisor in order that appropriate action may be taken. Broome County Charter
and Code Article, Code of Ethics, Section 19-3 Standards of Conduct provides details on the standards of
conduct required of employees. Copies of this law are available in the Human Resources Office, W103.
Further, all employees shall accept responsibility for investigating and conscientiously dealing with actual
or potential conflicts of interest of which they have knowledge.

Children on Campus
It is the College’s responsibility to maintain an environment conducive to learning and the business of the
campus for students, faculty, staff and visitors. This procedure takes into account the health, safety and
productivity issues associated with children being brought onto campus. The procedure applies to
students, faculty, staff and visitors who may bring children to campus for other than organized/scheduled
activities such as open days, vacation or after school activities, special programs, performances or other
such supervised visits.
The College recognizes that it may be necessary for parents/guardians to bring children to campus in
limited emergency situations as when sudden and unexpected difficulties arise in childcare arrangements.
However, it is expected that such children’s presence on campus will be brief and transitional only in
order for alternate arrangements to occur. At no time should ill children be brought to campus.
Children may not be brought to classes or any instructional area by faculty, staff or students. Nor are
children permitted in risk areas such as lab or lab preparation areas, food preparation/service areas,
gyms and fitness centers, maintenance and garage areas, fine and performing arts areas, or in or around
college motor vehicles and equipment. While on campus children must remain fully under the supervision
of their parent/guardian who is responsible to assure that no behaviors inconvenience, endanger, or
disrupt the work activities of students, faculty, staff, or other visitors.
The College reserves the right to direct that a child be removed from campus where the presence of the
child causes an unacceptable health or safety risk or an unreasonable level of disruption to others.

Commitment of College Resources
No person may make a purchase or a commitment for services involving the use of college funds or
resources unless he/she is authorized to do so. The booklet Purchasing and Contract Guidelines and
Procedures concerning committing college resources is available from the Purchasing Office at ext. 5225.
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Amorous Relationships
SUNY Broome Community College is committed to maintaining a safe, honest, and respectful environment
for all members of the College community. The College recognizes that there are inherent risks in any
romantic or sexual relationship, specifically between individuals of different levels of authority/power or
perceived positions of unequal power. Such relationships, even when consensual, are problematic
because they may result in conflicts of interest, misunderstandings and complaints of favoritism, supervision
problems, morale problems, questions regarding academic achievement, and sexual harassment.
Relationships Between Members of the College
Members of the College community, including employees as well as individuals who represent the College
at off-site programs, are prohibited from engaging in a romantic, sexual, or otherwise inappropriate
relationship with a person over whom they are in a position of direct, indirect, or implied power. This
includes, but is not limited to, persons whom one teaches, advises, coaches, counsels, mentors, evaluates,
schedules, or supervises in any way.
It is important to be aware of potential changes in responsibility. A relationship between two (2) members
of the College community may begin as a permissible relationship, but due to changes in job duties or
position, may become one that is prohibited under the above criteria.
Relationships Between Members of the College and Students
A relationship between a College employee (or member of the community who may evaluate SUNY Broome
students), and a student are always fundamentally unequal in nature. A personal relationship between
them of a romantic or sexual nature, even if consensual, is inappropriate. Relationships between College
employees (and qualifying members of the community), and students, are prohibited by the College.
Individuals found to be in violation of this policy may be subject to disciplinary action, up to and including
termination.
Reporting and Determination
All members of the College community have an obligation to report known amorous relationships to Human
Resources within a reasonable time after beginning, or learning of, the relationship. In instances where
pre-existing relationships exist, it is incumbent upon the person with higher authority at the College to
disclose the existence of the relationship. The College will determine the protocol necessary to ensure that
the consensual relationship does not pose a conflict of interest. In some cases, this may involve making
changes in the reporting structure or other changes necessary to preserve a comfortable and professional
working and learning environment for all concerned.
All decisions made regarding amorous relationships under this Policy are made at the sole discretion of the
College. Violations of this policy are case dependent and may be subject to progressive disciplinary action.
College employees who violate the policy will be subject to appropriate disciplinary action according to their
collective bargaining agreement.
In situations where the relationship is not consensual, all parties should refer to the SUNY Broome Title IX
webpage (http://www2.sunybroome.edu/dos/title-ix/).

Nepotism Policy
SUNY Broome Community College is committed to providing and maintaining a working and learning
environment where every individual is evaluated on his or her performance without favoritism. Nepotism is
favoritism by a person in an evaluative or supervisory position to a relative or to any person living in the
immediate household of an employee. A relative is one connected to another by blood, adoption, marriage
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or living circumstances. This policy is to ensure that the College makes reasonable efforts to assign job
duties to minimize the potential for creating an adverse impact on supervision, safety, security, or morale,
refrain from placing immediate family or relatives in the same department, division or facility, or creating
other potential conflicts of interest. Disclosure of such association must be made in writing to the
employee’s supervisor and Human Resources before such hiring is commenced.

For the purposes of this policy, “immediate family” shall be defined as those relatives or step-relatives
including, but not limited to, the following relationships to the employee or the employee’s spouse: Spouse,
domestic partner, parents, grandparents, siblings, children, grandchildren, stepchildren, children for which
the employee or spouse is a legal guardian, foster child, foster parent, uncles, aunts, nieces, nephews and
in-laws or any other relative living in the employee’s household. The College reserves the right to expand
this definition in its discretion, depending upon the circumstances.
Hiring, Supervising and Instructing
This policy is established to ensure that hiring, transfers, promotions, disciplinary action, supervision and
all other aspects of the College’s day-to-day operations are conducted in a manner which seeks to prevent
partiality, preferential treatment, improper influence, or conflict of interest or the appearance thereof. This
policy is necessary to ensure the efficient operation of the College and to increase public confidence that
officials and employees of the College act with integrity to promote the goals and welfare of the College.
This policy shall apply to all College employees and student employment.
SUNY Broome Community College prohibits an employee from evaluating, supervising, approving webtime entry, or making any employment decision whatsoever regarding a relative or any person living in the
immediate household of the employee or who is an immediate family member of the employee.
SUNY Broome Community College prohibits any employee from providing academic instruction to or
assessing the academic performance of a relative or any person who is living in the immediate household
of the employee or who is an immediate family member of the employee, as those terms are defined above.
No official or employee shall use his or her authority or influence because of his or her position at the
College to transfer, effect promotion for, give preferential treatment to, or to hire or cause to be hired any
person closely related by blood, marriage, adoption, or other significant relationship to serve in any position
of the College. Employees are prohibited from directly supervising a relative, as defined as above.
Employees have an obligation and responsibility to immediately disclose in writing to the appropriate
supervisor and department head/director/Dean and the office of Human Resources that a conflict of interest
may exist prior to making any employment decisions. Failure of the employee to notify SUNY Broome
Community College of any association may lead to disciplinary action.

Policy Manual Access
The Policy and Procedure Manual of the College is available electronically. Instructions for electronic
access are available from Information Technology Services at ext. 5011.

Sexual Harassment
Introduction
SUNY Broome Community College is committed to maintaining a working and academic environment that
is free of sexual harassment. Sexual harassment is defined as unwelcome sexual advances, the
conditioning of employment benefits or conditions on sexual favors, the conditioning of grades or access
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to a program on sexual favors, or other offensive visual, verbal or physical conduct of a sexual nature.
This includes conduct of a sexual nature that interferes with an employee’s work performance or a
student’s academic performance or creates an intimidating, hostile or offensive work or academic
environment. Sexual harassment is a form of sex discrimination and, as such, is unlawful and will not be
tolerated at SUNY Broome Community College. Sexually harassing behavior, whether committed by a
supervisor, co-worker, faculty member or student, will be considered misconduct. In the case of
employees of the College, such misconduct will subject the employee to disciplinary action, up to and
including termination of employment.
Retaliation against persons who report or provide information about sexual harassment or behavior that
might constitute sexual harassment is also strictly prohibited.
Although the guidelines are based on Title VII and apply only to sexual harassment in the workplace,
these guidelines should be interpreted to apply to students as well under Title IX of the 1972 Educational
Amendments and the Civil Rights Restoration Act of 1987. As has been pointed out by The National
Advisory Council on Women’s Education Programs (NACWEP), there is a “seriousness of harassment by
gatekeepers, those who teach required courses or have the authority to make critical decisions about a
student’s advancement. The extraordinary importance of such positions lends an exceptional degree of
significance to every interaction with students, and makes sexual harassment of all types particularly
harmful.”

Defining Sexual Harassment
Sexual harassment is a form of sexual discrimination, and it is unlawful. It is a complicated, often highly
personal, distressing, threatening or embarrassing occurrence. It can destroy careers, lives and
relationships, affecting everyone involved: perpetrator, victim, friends and relatives. As with most serious
problems, the most effective solutions are preventive.

Sexually Harassing Behaviors
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual
nature constitute sexual harassment in the following circumstances:
1. Submission to such behavior is made a term or condition of employment, academic
advancement or academic grade.
Examples:
•

Mary is a clerical worker on campus. Her supervisor, Bob, often massages her neck, tries to
fondle her breasts and asks about her sex life. When Mary said she would report him to his
supervisor unless he stopped the behaviors to which she objected, Bob told her that he would
make sure she was fired if she complained about him.

•

Cindy is a student in Professor X’s class. After class, Professor X tells her that he will give her a
failing grade unless she has sex with him.
Kevin has felt uncomfortable for some time about the way Mr. Z, a young instructor, looks at him.
When Kevin wishes to make an appointment to discuss his term project, Mr. Z says the only time
he can see Kevin is some evening at an off-campus lounge/restaurant.

•

This category, in its extreme, literally amounts to an attempt to purchase sexual behavior. In its more
blatant forms this type of behavior can be prosecuted as a criminal act. Even banter along this vein may
cause harm.
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2. Such behavior is used as a basis for employment or academic decisions, such as raises,
promotions, assignments, or grades.
Examples:
•

Linda is a temporary full-time faculty member. The position she holds has been advertised as
tenure-track for the next year. Her department chair has recently begun to pressure her for sex.
When she refuses, he threatens to not consider her for the position.

•

John, a junior-level administrator, is pleased to be selected to attend a conference with his boss.
When he discovers that she expects him to share a hotel room with her, he refuses to go. She
tells him that his attitude is immature and that she doubts his ability to handle professional
situations in the future.

3. Such behavior negatively interferes with a person’s work or academic performance or creates
an intimidating, hostile or offensive working or academic environment.
Examples:
•

Debbie is a student in a class where most of the students are men. The professor often makes
sexist references and comments on the novelty of women in this field. Once when Debbie asks a
question just before the class ends, the professor says he would discuss the matter with her after
class. He uses a tone of voice that causes most of the men in the class to snicker. Debbie
decides to drop the class.

•

Paula is a secretary at the college. Her male co-workers tell dirty jokes near her desk, display
sexist cartoons on the office bulletin board and describe the scenes in X-rated movies to Paula.
They comment to Paula and each other about Paula’s clothes, rating them on their “sex appeal.”
She feels upset and ill every day when she comes to work anticipating the remarks they make.
When she complains to her supervisor, he says that “boys will be boys” and she should just go
along with the jokes.

Frequently Asked Questions on Sexual Harassment
Can I be engaging in sexually harassing behavior even if I have no intention of sexually
harassing?
Yes. The law says that behavior can be sexually harassing if it has the purpose or effect of substantially
interfering with an individual’s work or academic performance or creating an intimidating, hostile, or
offensive working environment. In cases where the alleged harasser did not intend harm, the courts have
decided that it is not the intent of the doer that matters, but the impact (ie. the effect) of the behavior on
the person being harassed, or more specifically, on any reasonable person standing in that person’s
shoes. If any reasonable person, standing in the shoes of the recipient, would find the behavior to be
sexual harassment, then it is sexual harassment. Recognizing that men and women often have different
life experiences and views as to what constitutes sexual harassment, some courts apply the reasonable
woman standard when the harassed person is a woman, and the reasonable man standard when the
harassed person is a man. See, eg. Ellison v. Brady, 924 F.2d 872 (9th Cir. 1991).
Can I assume that my behavior is welcome, and thus not sexual harassment, if the recipient does
not object?
No. While this is particularly true for supervisors, everyone should be cautious about assuming that
silence implies consent. In the Meritor case, decided in 1986 by the U.S. Supreme Court, the Court found
that a supervisor’s sexual advances to a subordinate were unwelcome and were sexual harassment,
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even though the subordinate’s response to those advances was to have sexual intercourse with the
supervisor on several occasions. Meritor Savings Bank v. Vinson. 477 U.S. 57 (1986). The court said, in
essence, that the critical question was not, “How did the recipient of the advances respond?” but “Were
the advances unwelcome?” It found that the advances were unwelcome and noted that the employee felt
that decisions affecting her career might be affected by her response to the advances. It found that any
reasonable person standing in her shoes would have found the advances to be unwelcome and that they
constituted sexual harassment.
Do men and women have different perceptions of what constitutes sexual harassment?
Generalizations can be misleading and do not apply to everyone. Studies suggest that many men and
women do see things differently—their experiences are quite different. Men may be less likely than
women to be offended by sexual advances at work, and may see them as flattering. Women, in contrast,
are more likely to be offended than flattered by unwelcome sexual advances at work.
Are there hypotheses for why many men and women have significantly different experiences?
Socialization probably explains most of the difference. Over the years, our society seems to have
developed different standards of behavior for men and women. We have accepted a “boys will be boys”
mentality, excusing those boys and men who harass girls and women because it’s “natural” for boys and
men to behave that way. Instead, it is probably learned behavior, and as such it is behavior that can be
unlearned.
Can faculty and staff be guilty of sexually harassing students?
Yes. According to a 1984 study, 30% of undergraduate women experienced one or more levels of sexual
harassment from a professor during their undergraduate years. Dzeich and Weiner, 1984, cited in
Educator’s Guide to Controlling Sexual Harassment, Thompson Publishing Group, June 1994.
Can students be guilty of sexually harassing faculty and staff?
Yes. Students can create a sexually hostile work environment for faculty and staff. Some of the literature
refers to this type of harassment as contra-power sexual harassment, since we often think of harassers
as people who are in positions of power. However, people who are not in positions of power can be found
guilty of sexual harassment.
Can an employee be guilty of sexually harassing another co-worker?
Yes, co-workers may have been in a workplace longer or have more influence with other co-workers or
the supervisor. A co-worker making sexual comments, touching or intimidating another worker is
engaging in sexually harassing behavior.
What about my right to freedom of speech?
The law makes it clear that we do not have an absolute right to say whatever we want whenever we want
without regard to the impact of our comments on the recipients of our speech. But we have never had an
absolute right to free speech. We have no right to yell “Fire!” in a crowded movie theater when there is no
fire. Nor do we have the right to spread damaging lies about others; we’ll be sued for libel or slander if we
do.
Yes, the rules regarding sexual harassment place consequences on us if we subject others to unwelcome
behavior of a sexual nature. Indeed, we may not speak freely about sexual matters and ignore the impact
our conversation is having on others. Nor may we display sexually explicit material in our work space if it
is having the impact of being sexually harassing on others. Robinson v. Jacksonville Shipyards, 760 F.
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Supp. 1486 (1991). The rules say that unwelcome behavior or comments of a sexual nature must stop.
Those rules are actually just prodding us to behave professionally and respectfully.
How can I avoid sexually harassing coworkers and students?
Here are a variety of suggestions, which come from a variety of perspectives:
•

Observe the “platinum rule”—treat people the way they want to be treated.

•

Ask yourself if you would want your parent, spouse, sibling, or child subjected to the kind of
behavior you are considering. Or, ask how you would feel if any of those people were to see you
behave the way you are considering behaving.

•

Ask how you would feel about having your behavior published in the newspaper.

•

Become more keyed in to how people respond to your comments. If people wince when you talk
about certain things, or if you are the only one initiating conversations on certain topics, then
perhaps those topics are not welcome and you should drop them.

•

You might consider talking only about work when at work. Remind yourself when you enter your
place of employment that the standards for the appropriateness of dialogue are not the same at
work as they might be among good friends or in other social settings.

•

You might consider adding sex to the list of things one doesn’t discuss in certain settings, along
with politics, religion, and sports.

•

Always keep in mind the potential costs to your finances, to your reputation, and to your career
that a lawsuit for sexual harassment would entail.

How do I avoid even the appearance of impropriety?
To avoid even the appearance of impropriety, keep office and work area doors open whenever possible.
Avoid sexist remarks, off-color stories, or lewd jokes. Ask someone to accompany you if you suspect that
a meeting you are planning will be uncomfortable for you or for the other party. Make it plain that your
intentions are not sexual in nature. Focus on the business at hand. Make it clear, through your behavior,
conversation, and actions, that you find sexual harassment offensive and inappropriate. Treat others
respectfully and professionally.

Methods for Dealing with Sexual Harassment
(Not listed in order of preference or importance)
•

Handle the situation yourself:
o Say “NO”; say it firmly, without smiling, without apologizing.
o Keep a diary or log. Write down what is happening to you. Include direct quotes, any
witnesses, or patterns to the harassment. Have your log witnessed periodically. Save any
letters, cards, or notes sent to you. Keep both the log and notes in a secure place,
preferably at home.
o Tell the harasser, in writing, that you object to this behavior. Describe the specific things
which offend or upset you. Give the letter to the harasser in front of a witness. Keep a
copy of this letter.

•

Discuss the harassment with others: friends, fellow students, colleagues, support groups.
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•
•

Report incidents to your department chairperson, dean, supervisor, or the Affirmative Action
Officer, Wales 103, 778-5213.
File a written complaint. Contact the Affirmative Action Officer, Wales 103, 778-5213, who is a
resource for people who believe they have been subjected to discrimination. While identifying
yourself generally helps us investigate your concern most effectively, if you prefer, leave an
anonymous message.

Employees may seek relief through the following:
•
•
•

Equal Employment Opportunity Commission, NY District Office, 33 Whitehall Street, 5th floor,
New York, NY 10004, 1-800-669-4000
New York State Division of Human Rights, 44 Hawley Street, Room 603, Binghamton, NY 13901,
(607)-721-8467
Court action

Students may seek relief through the following:
•
•
•

Office for Civil Rights, New York Office, U.S. Department of Education, 32 Old Ship, 26th Floor,
New York, NY 10005, (646)-428-3900
New York State Division of Human Rights, 44 Hawley Street, Room 603, Binghamton, NY 13901,
(607)-721-8467
Court action

Further information concerning SUNY Broome’s commitment to non-discrimination is available from the
Affirmative Action Officer, Wales 103, 778-5213.
Some of the information in this section was reprinted with permission from a Binghamton University
publication entitled Sexual Harassment.

Public Safety
Office of Public Safety
SUNY Broome’s Office of Public Safety is responsible for emergency response, hazard control, crime
prevention and parking and traffic management. In addition our office offers lost and found service, and is
available to address any other safety and security concerns of the students, faculty or staff.
The department provides 24 hour coverage. The Public Safety Office staff consists of a Director, an
Assistant Director, a Resource Compliance Officer (Investigator), an Environmental Health & Safety
Coordinator. Campus Peace Officers, Campus Safety Officers, and clerical support. The Director,
Assistant Director, Resource Compliance Officer and Campus Peace Officers are authorized to enforce
the laws of the State of New York.
The Office of Public Safety is open Monday through Friday from 8:30 AM to 5:00 PM. After hours, Officers
can be contacted by leaving a message on the Office voicemail (778-5083). Message notification is
forwarded to them and the caller is contacted. In an emergency, use the emergency phone numbers
listed below.

Contact Information
•
•

Safety Main Office: Public Safety Building, 778-5083
Director’s Office: Public Safety Building, 778-5379, Joe O’Connor
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Emergency Calls
•
•
•

From a Cell Phone: Dial 911
From a Campus Phone: Dial 9-911
From a Blue Light Phone: Press the call button for direct access.

Additional Safety and Security Services
In addition to providing a safe and secure environment at SUNY Broome Community College, the Office
of Public Safety also provides the following support services:
•
•
•
•
•
•

Registers vehicles and issues related parking permits for student, faculty, staff, and visitor
vehicles.
Maintains the College lost and found property system
Assists in making emergency notifications.
Provides guidance and written material on personal safety and property protection.
SUNY Broome Alerting System - RAVE
Issue campus ID cards

SUNY Broome RAVE Alert
SUNY Broome has purchased the Rave Mobile Safety system to enable us to provide emergency alerts
through a variety of media. The system can deliver messages to you via personal e-mail, your cell phone
and SUNY Broome's Facebook and Twitter accounts. Faculty, staff and students are automatically
enrolled in the system through Banner. However, please check to ensure the system has the correct
emergency contact information. Log in to your mycollege account and use the SUNY Broome RAVE Alert
Site link to update your information as needed.

Security and Access to Campus Facilities
Throughout the year, the campus is open for regularly scheduled classes and activities daily Monday
through Friday, 7 a.m. to 10 p.m. The specific days and hours that classroom and support facilities are
open to students for registration, counseling, classes, final examinations, and special events (meetings,
seminars, workshops, or other activities) are advertised in various college publications. If this general
schedule of access to the campus is adjusted temporarily during the year for holidays, inclement weather,
power outages, etc., the new temporary schedule will be made known through radio announcements,
campus switchboard operator/voice mail information, campus distribution bulletins, and/or notices posted
at entrances to facilities.
During those hours when the campus or a specific building is not scheduled to be open, only
maintenance/custodial staff and faculty and other staff with urgent work are allowed access to the
campus or to that facility. Although students are expected to leave all college buildings at 10 p.m., an
exception to this procedure exists if the students are with a SUNY Broome teacher/advisor/coach and
engaged in a college activity. No student will be allowed to remain in any facility for any reason beyond
11:00 p.m., except the residence halls. Resident life students and their authorized guests are governed
by the Housing License.
College employees with keys should contact the Office of Public Safety at ext. 5083 before entering or
departing from a campus building beyond scheduled open hours for their own safety. Employees without
keys should have picture ID, i.e., SUNY Broome photo ID or NYS driver’s license, ready for the campus
safety officer for proper identification and access to facilities.
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Crime Statistics
In compliance with the Campus Safety Act of 1998 (Clery Amendment) and New York State Education
law Article 129-A, SUNY Broome Community College maintains crime statistics related to crimes reported
to campus safety and local law enforcement agencies. These statistics can be obtained by visiting the
U.S. Department of Education Office of Postsecondary Education website at:
https://ope.ed.gov/campussafety/#/
This site offers the statistics for colleges across the nation. You may search the web site for SUNY
Broome Community College by name or by using our OPE ID. The OPE ID is an identification number
used by the U.S. Department of Education’s Office of Postsecondary Education (OPE) to identify schools.
SUNY Broome’s ID is 00286200. For more information or a hard copy of the report, contact the Director of
Health and Safety at 778-5379.

Crime Prevention
In order to successfully prevent crime, Public Safety needs the support, cooperation, and individual
involvement of all members of the campus community. Taking several simple, common sense
precautions should ensure your personal safety and the security of your property:
•
•
•
•
•
•
•
•
•
•
•

Walk with someone whenever possible.
At night, walk in well-lit areas.
Have keys between fingers before leaving buildings and while walking to car.
Park your vehicle in your assigned or designated lot and then lock your vehicle.
Park your car in a well-lit area.
Valuable items carried from your vehicle should be labeled or marked for easy identification.
Do not leave purses, wallets, jewelry, or books out of your sight.
Contact campus officer for an escort to or from various locations on campus at night.
Lock all desks, lockers, file cabinets, and offices.
Make sure your keys are in your possession at all times and are not loaned to anyone.
Immediately report any criminal or suspicious activity to the Office of Public Safety at ext. 5083.
Reporting an incident or condition without delay helps the officer resolve the matter quickly and
efficiently, and better protect campus personnel and property.

Sex Offense Penalties
New York State Penal Law 130 defines sex offenses as sexual misconduct, rape, sodomy, sexual abuse
and aggravated sexual abuse. These offenses are punishable by law with imprisonment up to 25 years.
In addition, students and employees may face institutional disciplinary action.

Crime Victims’ Support
The SUNY Broome Counseling Center (SS210, 778-5210) and SUNY Broome Student Health Service
(Science Bldg. 102, 778-5181) offer resource information and provide referrals to community agencies for
any member of the campus community who has been a victim of a crime.
Crime victims may also find assistance directly by calling the Crime Victims Assistance Center. Phone
their office at 723-3200. In a crisis, phone the 24-hour crisis line at 722-4256. Find additional information
at their website: www.cvac.us
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Emergency Procedures
What is an emergency?
The Federal Emergency Management Administration defines an emergency as any unplanned event or
unforeseen combination of circumstances that can cause significant injuries or death to employees,
customers, or the public; or that can disrupt operations, shut down our business, cause physical or
environmental damage, or threaten our facility’s financial standing or public image (Emergency
Management Guide for Business and Industry).
In an emergency, what should you do?
The response will depend on the emergency. You should become familiar with the emergency response
procedures. The two basic responses are:
•

Shelter-In Place

Shelter in Place means to seek immediate shelter and remain there during an emergency rather than
evacuate the area. It is often referred to as a “lock-down” when dealing with an Active Shooter incident.
Shelter-In-Place should only be used when an evacuation is not safe. In place sheltering usually lasts no
more than a few minutes to a few hours and preparations, made in advance, can ensure that the event is
as comfortable as possible. Consult with your Department head; they should determine its location prior
to an incident occurring. In the absence of direction from your department, select a Shelter-In-Place
location that would provide protection such as an interior room or hallway, with limited or no windows.
•

Evacuate

Leave the affected area/building immediately using the closest available clear exit. If circumstances
permit, notify your supervisor and others in the immediate area of the emergency. Those able to assist or
direct others to evacuate should do so.
Notify 911 Emergency Services
Dial 9-911 from any campus office phone, or Dial 911 from any cell phone.
•

In case of fire, pull the fire alarm as you depart the building.

How can you prepare for an emergency?
Identify emergency exits, posted evacuation routes, and fire alarm boxes for your area. Know alternate
exits in case the closest exit to you is blocked or unusable.
Participate in all scheduled evacuation/fire drills in cooperation with Public Safety/emergency personnel.
How to obtain more detailed information
For more detailed information concerning emergency preparedness, consult the SUNY Broome
Community College Emergency Response Guide. The Guide is posted on the Public Safety website or is
available in your Department Office, each classroom, or from the Director of Health and Safety.

Safety
Hazard Communication Program
SUNY Broome Community College has developed a compliance program to meet the requirements of the
Federal (OSHA) Hazard Communication Standard and the Laboratory Right-to-Know Standard. The
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intent of both of these statutes is similar and very positive. An informed employee is better prepared to
work and live safely with those hazardous materials that have become part of our everyday lives. OSHA
instituted the “Lab Safety Standard” to provide specific guidance to those who work in the non-industrial
environment of the college laboratory.
The SUNY Broome program provides a framework for training employees to work safely with the
hazardous materials in their workplaces. They learn how to obtain further information about hazardous
materials, and how to handle emergency situations. Initial training is provided immediately to newly hired
employees. Supervisors train their people on new procedures and new materials during the year, and all
employees are scheduled for annual Hazard Communication. Individual departments should provide Lab
Safety training for their employees. Records of this training are maintained and available to employees
and to NYS DOL-PESH.
In addition to providing training, the College is required to compile a campus-wide inventory of hazardous
substances, establish a file of Safety Data Sheets (SDS) relating to the campus inventory, ensure that
safety is a top priority in all laboratory activity, and document the SUNY Broome Hazard
Communication/Laboratory Safety Programs through written plans. The written Hazard Communication
Plan and the written Chemical Hygiene Plan are available for review by employees at the Office of Public
Safety (Public Safety Building). SDS’s should be kept in your work area by your department head and
are also available online through the Health and Safety website - Environmental Health & Fire Safety Workplace Safety - SDS.

Bloodborne Pathogens Exposure Control Program
The OSHA Standard on Occupational Exposure to Bloodborne Pathogens requires the College to have in
place a program to control and minimize exposure to employees. OSHA estimates that the standard will
protect more than 5.6 million workers and prevent more than 200 deaths and 9,200 bloodborne infections
each year.
Methods of compliance with the standard include the use of universal precautions - “employers and
employees must treat blood and certain body fluids as if infectious...” The standard mandates
engineering controls, work practices, personal protective equipment, and employee training to reduce onthe-job risks for all employees exposed to blood.
The OSHA Bloodborne Pathogens Standard further requires the SUNY Broome Exposure Control
Program to ensure:
1) Hepatitis B vaccinations are made available, free of charge, to all employees who have
occupational exposure to blood.
2) Post exposure evaluation and follow-up be made available, free of charge, to all
employees who have had an exposure incident.
3) Warning labels or color coding is used to identify containers that are used to store or
transport blood or other potentially infectious materials.
4) Training is conducted initially upon hire and annually thereafter.
5) Records of training and medical assistance are maintained and available to employees
and to NYS DOL-PESH.
The standard requires that the College establish a written exposure control plan that identifies those tasks
and procedures which entail occupational exposure to blood and other potentially infectious material. The
plan must specify how SUNY Broome will protect and train its employees. The SUNY Broome Exposure
Control Plan, which includes a copy of the OSHA Bloodborne Pathogens Standard, is available for
employee review at the Office of Public Safety (Public Safety Building).
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Work-Related Injury, Accident or Illness
Including Exposure to Hazardous Material
An employee who has a work-related injury, accident or illness, or exposure to hazardous material must
report the incident to his/her supervisor immediately. The supervisor must then contact Human
Resources at ext. 5319 and Public Safety at ext. 5083. All such incidents require the completion of a
Workers Compensation packet. Packets are available from the Human Resources Office, Wales 103,
from a department secretary, or in the MyCollege portal under Employee – Human Resources Documents
- Forms & Documents.
If a job-related illness or injury recurs, the employee must complete a new Workers Compensation packet
to document the latest incident. The employee should notify Human Resources at ext. 5319 as soon as
possible following the accident.
Reporting a work-related injury, accident or illness within specified time frames allows the delivery of
proper care and the timely, accurate processing of any Workers’ Compensation claim that may be
necessary. For general information about these procedures, or for assistance at the time of a workrelated incident, please contact Human Resources, ext. 5319.
All accidents are reviewed by the Director of Health & Safety. Accident Investigations are performed as
needed. The summary log of Injuries and Illnesses required by New York State Public Employee Safety
and Health is maintained by Broome County. As mandated by New York State, the summary is posted on
campus from February 1st to April 30th each year. It can be found on the bulletin board outside the
Human Resources Office in Wales 103.

CARE (Campus Assessment, Response and Evaluation) Team
The Care (Campus Assessment, Response and Evaluation) Team is comprised of campus responders
that include the Office of Public Safety, Dean of Students Office, On-Campus Housing, Counseling
Services, and Health Services. They meet regularly to discuss behavioral incidents and concerns
occurring on campus, discuss, plan, and implement intervention strategies, and provide consultation to
the Vice President for Student Development & Chief Diversity Officer (CDO) regarding students who are
at risk of harming themselves or others.
Members come to the team with authority in managing health, behavior and safety aspects of the
Campus experience and may therefore spot trends and set up early intervention services as they
evaluate behaviors from a variety of campus perspectives. The Team shall facilitate interventions,
suggest referrals to appropriate offices, or mandate mental health assessments, if necessary, with the
assistance of the Vice President for Student Development & CDO.
The team provides an early intervention resource for SUNY Broome faculty, staff, and students to consult
on student behaviors of: distressing, disruptive or threatening behaviors of concern.
There are 4 categories of behavior which may require attention by the CARE Team:
2. Self-injurious behavior/suicidal ideation or attempt.
3. Erratic behavior (including online activities) that can disrupt the mission and/or normal
proceedings of college students, faculty, staff, or others.
4. Behavior that is not understood but is concerning or disturbing to others.
5. Involuntary transportation to the hospital for alcohol and drug use/abuse.
Examples of behaviors that should be brought to the attention of the team:
1. A student submits an English assignment about committing suicide.
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2. Two students make a class video about placing bombs on campus.
3. Someone receives an email stating, “I’m going to kill everyone in the Business Building”.
4. A student’s web page has links to web pages with information about poisoning others with
cyanide.
5. A student corresponds with a faculty member using language that indicates disordered thinking.
6. A student communicates suicidal/homicidal intent to another.
7. A student displays other odd or threatening behaviors.
To make a CARE referral, please contact the Dean of Students SB226 ext. 5681, or the Office of Public
Safety at ext. 5083. Referrals can be made via email, but it is best to have direct contact with a person if
possible. If a situation requires immediate attention, please call 911 (9911 if using a campus telephone).

Workplace Violence Prevention Procedures
The purpose of these procedures is to address the issue of potential workplace violence in our campus
community, to prevent workplace violence from occurring to the fullest extent possible, and to set forth
procedures to be followed should such violence occur.

Commitment
SUNY Broome Community College is committed to promoting a safe and secure academic environment
and workplace to support its mission. All members of the College community – faculty, staff, and students
– are expected to take part in maintaining a working and learning environment free from violence, from
threats of violence, harassment, intimidation or coercion.
SUNY Broome Community College prohibits workplace violence, threats of violence, intimidation,
harassment, coercion, or other threatening behavior towards people or property. Complaints of
workplace violence will be given the serious attention they deserve. Persons who violate this
commitment may be removed from College property and are subject to disciplinary and/or personnel
action up to and including termination consistent with College policies, rules and collective bargaining
agreements, and/or referral to law enforcement authorities for criminal prosecution.
It is the intent of this commitment to ensure that faculty, staff, students and visitors to the campus are not
threatened by any employee’s actions or conduct.

Scope
In accordance with NYS Labor Law Section 27-b SUNY Broome Community College and its employees
are responsible for complying with this program to maintain a workplace as safe from violence as
reasonably possible.

Definitions
Workplace means any location away from an employee’s residence, permanent or temporary, where s/he
performs any work-related duty in the course of his/her employment by the College.
Workplace violence refers to a range of inappropriate behaviors, specific or non-specific threats, verbal
abuse, or physical assault occurring in the work setting. It may be verbal, psychological or physical
intimidation, threats of violence, actual assault or other violence, or any other behavior that causes others
to feel threatened, frightened or unsafe.
Threat means any verbal or physical conduct that threatens personal safety or property, or that
reasonably could be interpreted as intent to cause harm.
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Examples of prohibited workplace violence behaviors include, but are not limited to, the following:
•
•
•
•
•
•
•
•
•
•
•
•

Bullying
Sexual harassment
Following or stalking
Obscene or threatening phone calls, notes or e-mail
An intimidating presence
Any unwanted physical contact such as pushing or hitting
Throwing objects
Verbal abuse including swearing or shouting
Offensive comments regarding violent events and/or behaviors
Violating an order of protection or restraining order
Bomb threats
Carrying, possessing, or using weapons of any kind on college property unless properly
authorized.

Responsibility
President – The President of the College shall be responsible for implementing these procedures. The
responsibility includes distribution of these procedures to members of the college community, ensuring
appropriate investigation and follow-up of reported incidents of workplace violence, assuring that
administrators, managers and supervisors are aware of their responsibilities under these procedures
through internal communication and training.
Public Safety – Public Safety has performed a risk assessment of the workplace to determine the
presence of factors or situations that might place employees at risk of workplace violence. Records
review identified that employees have been harassed by irate students/clients and that
assault/harassment has occurred among employees. Inspection of the workplace identified issues
including shrubbery and landscaping, uncontrolled access to campus buildings including private work
areas, inadequate lighting, furniture placement in client service areas that can impede employees’ exit in
case of confrontation, and the presence of desktop objects that could be used as weapons (i.e., scissors,
staplers, file racks, etc.)
Based on its review of work performed by employees, Public Safety identified the following which might
place workers at risk of occupational assault incidents: exchange of money with the public, working alone
or in small numbers, working late at night or early morning hours, guarding valuable property or
possessions, working in community settings, and insufficient security staffing levels. Public Safety will
recommend methods for the College to reduce or eliminate the risk of workplace violence focusing on the
following: implementation of advanced security systems such as panic alarms, video surveillance and
access measures as well as changes to landscaping and lighting, use of ID badges and visitor/contractor
sign-in, and increased safety staffing.
The Public Safety Office is responsible for responding to, intervening in, and documenting all incidents of
violence in the workplace. Public Safety will immediately log all incidents of workplace violence and will
notify the respective supervisor of an incident with his/her employee, or notify the Office of Student and
Economic Development of an incident with a student. All officers shall be knowledgeable of when law
enforcement action may be appropriate.
Public Safety will maintain an internal tracking system of all threats and incidents of workplace violence.
Annual reports will be submitted to the President (at the same time as the report noted below) detailing
the number and description of incidents, the disposition of these incidents, policy recommendations,
training issues and security procedures that have been or should be implemented to maintain a safe
working and learning environment. Incidents will be reported consistent with the reporting requirements
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of Article 129A Subsection 6433 of the NYS Education Law (Regulation by Colleges of Conduct on
Campuses and Other College Property for Educational Purposes).
Officers will be trained in and participate in training in workplace violence awareness and prevention, nonviolent crisis intervention, conflict management, and dispute resolution. Officers will work closely with
Human Resources when the possibility of workplace violence is heightened, as well as on the appropriate
responses to workplace violence incidents within SUNY policies, rules and procedures, and applicable
labor agreements, including appropriate disciplinary action up to and including termination.
When informed, Public Safety will maintain a record of any orders of protection or restraining orders for
faculty, staff, and students listing college locations as protected areas. Confidentiality will be maintained
to the extent possible concerning such orders.
Supervisors – Each dean, director, department chairperson, administrator, or other person with
supervisory responsibility (hereinafter “supervisor”) is responsible within his/her area of jurisdiction for
implementing these procedures. Supervisors must report to Public Safety any complaint of workplace
violence made to them and any other incidents of workplace violence of which they become aware or
reasonably believe to exist. Supervisors are expected to inform their immediate supervisor promptly
about any complaints, acts, or threats of violence even if the situation has been addressed or resolved.
The reporting supervisor should then keep the matter confidential without further disclosure, except as
necessary during the investigation process and/or subsequent proceedings.
PLEASE NOTE: Threats or assaults that require immediate attention should be reported to Emergency
Services/Broome Communications. Dial 9-911 from any campus office phone or 911 from any cell
phone.
Faculty and Staff – An employee who is threatened with or experiences workplace violence, or is aware
of such should notify his/her supervisor. Faculty and staff who are advised or are aware that a student
has been involved in a workplace violence incident must report this to Public Safety and the Office of
Student Development.
Employees who have obtained orders of protection or restraining orders are expected to notify their
supervisors and Public Safety of any orders that list college locations as protected areas.
Victims of domestic violence who believe that the violence may extend into the workplace are encouraged
to notify their supervisor and Public Safety. Confidentiality will be maintained to the extent possible.
Human Resources Office – The Human Resources Office is responsible for assisting Public Safety and
supervisors in responding to workplace violence, facilitating appropriate responses to reported incidents,
and notifying Public Safety of workplace violence incidents reported to it. Human Resources will also be
responsible for disseminating workplace violence prevention procedures (as well as information regarding
available Employee Assistance Program services) to all employees at the time of hire and annually
thereafter, as well as posting the procedures on the college website.
Students – Students who witness violence, learn of threats, or are victims of violence by employees,
students or others should report the incident immediately to Public Safety. Students will be provided with
workplace violence awareness information (including information regarding available counseling services)
upon registration each year.
Marketing and Communications Office – All communications to the college community and beyond
regarding incidents of workplace violence will be made by the Marketing and Communications Office after
consultation with the President, or his/her designee, and in conjunction with Public Safety.
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Information and Training for Employees
The College will make the written workplace violence prevention procedures available, upon request, to
its employees and their designated representatives. At the time of initial hire and annually thereafter the
College will provide its employees information and training including the risk factors in their workplace,
and the location and availability of the written procedures for workplace violence prevention. Training
sessions will outline the measures employees can take to protect themselves from such risks, identify
procedures the College has implemented to protect employees, as well as details of the written workplace
violence prevention program the College has developed.

Retaliation
It is a violation of these procedures to retaliate against anyone acting in good faith who has made a
complaint of workplace violence, who has reported witnessing workplace violence, or who has been
involved in reporting, investigating, or responding to workplace violence. Those found responsible for
retaliatory action will be subject to discipline up to and including termination.

False Reports
Anyone who makes a false report or complaint of workplace violence will be subject to disciplinary action
up to and including termination of employment and/or referral to external authorities as appropriate.
Public Safety can and will file charges in the case of a false report.

Confidentiality
The College will maintain confidentiality in investigations of workplace violence to the extent possible.
The College will act on the basis of anonymous complaints where it has a reasonable basis to believe
that there has been violation of these procedures and that the safety and well-being of member of the
College community would be served.

Health and Wellness
Health Screenings – Excused Leave
Breast Cancer Screening - In keeping with NYS Civil Service Law section 159-b every employee of the
college is entitled to be excused from his or her duties for up to four hours annually for screening for
breast cancer. This period of time is excused leave and will not be charged against any accrued leave to
which the employee is otherwise entitled.
Prostate Cancer Screening - In keeping with NYS Civil Service Law section 159-c every male employee
of the college is entitled to be excused from his duties for up to four hours annually for screening for
prostate cancer. This period of time is excused leave and will not be charged against any accrued leave
to which he is otherwise entitled.
An employee should notify her/his supervisor when taking this excused time for screening so that no
accruals are charged. Contact Human Resources at ext. 5319 with any questions.

Family and Medical Leave
The Family and Medical Leave Act (FMLA), a federal law effective August 5, 1993, requires the college to
provide up to 12 work weeks of job protected leave in a 12-month period to eligible employees for one or
more of the following reasons: (1) The birth of the employee’s son or daughter, and to care for the
newborn child; (2) The placement with the employee of a son or daughter for adoption or foster care, and
to care for the newly placed child; (3) To care for the employee’s spouse, son, daughter, or parent with a

30

serious health condition; (4) Because of a serious health condition that makes the employee unable to
perform one or more of the essential functions of his or her job, and (5) An exigency arising because the
spouse, or the son, or daughter, or parent of the employee is on active duty (or has been notified of an
impending call or order to active duty) in the Armed Forces in support of a contingency operation.
Employees are eligible if they have worked for the college for at least one year and for 1,250 hours over
the previous 12 months.
An eligible employee who is the spouse, son, daughter, or parent, or next of kin of a covered member of
the Armed Forces, including the National Guard or Reserves, may take up to a total of 26 workweeks
leave during a single 12-month period to care for a service member who is undergoing medical treatment,
recuperation, or therapy, is on outpatient status, or on temporary disability for a serious injury or illness
incurred in the line of duty on active duty.
Ordinarily an employee must provide 30 days advance notice when the need for FMLA leave is
foreseeable. Medical certification on college forms is required to support any such leave request. The
College may require second and third medical opinions at its expense as well as periodic reports on an
employee’s status and intention to return to work. The College also reserves the right to require a fitness
for duty report in order for an employee to return to work. Except where specified otherwise by contract
or law, the College requires sick time, to be used prior to unpaid leave under FMLA.
FMLA provides for job protection and benefits during the leave period. Employees on FMLA leave are
entitled to health insurance coverage during leave under the same terms and conditions as active
employees. Upon return from FMLA leave, most employees must be restored to their original or
equivalent position and pay, benefits, and other terms and conditions of employment.
FMLA makes it unlawful for the College to interfere with, restrain, or deny the exercise of any right
provided by the Act. FMLA does not affect any federal or state law prohibiting discrimination or supersede
any state or local law or collective bargaining agreement providing for greater family or medical leave
rights.
Additional information concerning FMLA, as well as a copy of the procedure, is available from the Human
Resources Office, ext. 5319, (W-103).

Lactation Breaks
Per the Patient Protection and Affordable Care Act (“PPACA”), employers are required to provide
reasonable break time for an employee to express breast milk for their nursing child for 1 year after the
child’s birth each time such employee has need to express the milk. Employers are required to provide a
place, other than a bathroom, that is shielded from view and free from intrusion from coworkers and the
public, which may be used by an employee to express breast milk. Each break shall generally be
between 20 – 30 minutes depending on the location of the lactation area. The frequency of breaks
needed to express milk as well as the duration of each break will likely vary.
Break time for the purposes of expressing milk is unpaid. However, where a Collective Bargaining
Agreement already provides compensation for breaks, an employee who uses that break time to express
milk must be compensated in the same way that other employees are compensated for break time. In
addition, employees must be completely relieved from duty or else the time must be compensated as
work time applies. Employees who are required to keep a timesheet must accurately record the start and
end of lactation breaks.
The college shall allow the employee to work before or after their normal shift to make up the amount of
time used during the unpaid break time(s) for the expression of breast milk so long as such additional
time requested falls within the college’s normal work hours.
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The college shall not discriminate, intimidate, or retaliate in any way against an employee who chooses to
express breast milk in the workplace. An employee shall not be retaliated against by the college for filing
a complaint of violations or cooperating in an investigation of a complaint.
An employee wishing to utilize this benefit is required to give the college advance notice. Such notice
shall preferably be provided to the employer prior to the employee’s return to work following the birth of
the child in order to allow the employer an opportunity to establish a location and schedule leave time
amongst multiple employees if needed.
Employees can contact Human Resources for information about the designated location(s) for lactation
breaks in closest proximity to the employees work area.
For additional information please contact the Division of Labor Standards office nearest you.
Binghamton
Sub-District
44 Hawley Street
Binghamton, NY 13901
(607) 721-8014

Americans with Disabilities ACT (ADA)
Employees who choose to pursue reasonable accommodations to address a disability should contact the
Human Resources Office at ext. 5319 to start the process. For more information on the American with
Disabilities Act go to www.ada.gov

Employee Assistance Program (EAP)
The Employee Assistance Program (EAP) provides confidential professional help for employees that may
need extra support services. The EAP can help with personal problems such as interpersonal conflict,
alcohol and drug abuse/dependency, marital conflict, family and parenting concerns, financial hardship,
physical illness, legal difficulties, gambling, mental and emotional distress, eating disorders and other life
stresses.
EAP services are available off campus to all eligible employees and their dependent family members. An
employee and/or dependent visiting the EAP will have an opportunity to talk with a professional about
concerns and receive counseling (up to 10 visits annually) and referral services to help resolve the
problem. Direct services of the program are provided at no cost to an employee or dependent family
member. Activities and records of the EAP are kept strictly confidential by the program provider.
An employee or dependent family member may access the EAP directly - 24 hours a day, 7 days a week
- by calling 1-800-EAP CALL or 1-800-327-2255 for an appointment. Web access is also available.
Additional information about EAP is available from the Human Resources Office (Wales 103), ext. 5319.

Mental Health
Counseling/Information Resources
Assistance is available for any student or employee who believes he or she has a mental health related
problem. In addition to the Employee Assistance Program, there are many community resources
available for our staff and immediate family members of employees. One is encouraged, and in some
situations may be required, to seek assistance from professional services either on or off campus based
on professional recommendation(s). All inquiries are kept confidential.
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On campus, the Counseling Services (located in the Student Services Building, Room 210) serves as a
counseling and referral agent for students. Students may access confidential counseling to assist with
problems affecting their ability to succeed. Students may discuss any personal issues that concern them,
including: depression, stress, relationships, anxiety, family problems, mental health issues, etc.
Depending on the needs of the student, referrals can also be made either on campus or off campus to an
appropriate provider. Counseling Services may also assist faculty and staff in finding an appropriate
community provider.
Counseling professionals who deal with mental health concerns in a patient/client relationship keep
records; such records are protected by laws, and by professional ethics of confidentiality.
In addition to Employee Assistance Program and Substance Abuse Treatment services, there are many
community resources available to access assistance with stress, anxiety, depression, or other personal or
mental health issues.

Employee Assistance Program (EAP):
1-800-EAP-CALL/1-800-327-2255
SUNY Broome Counseling Center:
Student Services Building, Room 210, 778-5210
First Call for Help:
Dial 211 (or 729-9100)
An excellent resource to identify community resources including support groups, financial assistance, and
other social services.
Mental Health Resources Directory
Crisis Line-United Health Services Hotline
762-2302 or 1-800-451-0560
Provides 24/7service to persons with psychiatric emergency or emotional crisis. Hotline available to
persons needing assistance of professional staff for counseling, information or referral.
UHS Mental Health Outpatient Clinic
762-2340
Mitchell Ave.
Binghamton, NY 13903
Broome County Mental Health Department
778-2351
36-42 Main Street
Binghamton, NY 13905
http://gobroomecounty.com/mh/
Tioga County Mental Hygiene Department
Main number 687-0200
Crisis number 687-4000 or after hours, holidays, weekends 687-1010
1062 State Rt 38
PO Box 177
Owego, NY 13827

Chenango County Community Mental Hygiene Services
337-1600
5 Court St. Suite 42
Norwich, NY 13815
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Alcohol and Drug Regulations
Employee and Student Regulations on Alcohol and Drug Use
SUNY Broome Community College recognizes the importance of a safe and healthy campus environment
for all campus community members, including employees and students of the College. All visitors to the
campus are subject to campus regulations as well as all local, state, and federal statutes which apply.
Being under the influence of alcohol or any drug poses serious health and safety risks to the individual
and others within the campus community. Consequently, SUNY Broome Community College has
implemented the following regulations based on federal, state, and local law.
SUNY Broome Community College prohibits any use, consumption, sale, purchase, transfer, or unlawful
possession of any controlled or illicit substances by a student or an employee while on the campus
premises or at any College sponsored function off campus. Legally prescribed medications are permitted
only to the extent that the use of such medications does not adversely affect the student’s academic
ability or the safety of such student or others or the employee’s job performance or the safety of that
employee or others.
Controlled substance prescriptions must be in their original pharmacy container and clearly labeled with
the student’s or employee’s name and the name of the drug, the dosage, the doctor’s name, and date of
prescription and expiration date.
Alcoholic beverages are not to be present at any student event nor be in the possession of a student on
campus at any time. No portion of Student Activities fees or student organization earned income may be
used for the purchase of alcoholic beverages. Employees are prohibited from consuming alcohol while
working and from reporting to work while under the influence of alcohol. Consumption of alcohol on
campus is restricted to authorized functions.

Disciplinary Action for Violation of Regulations
Any student who violates these regulations is subject to disciplinary action up to and including dismissal
from classes and the campus. Disciplinary/dismissal action for students will be handled through the office
of the Vice President for Student Development. Employees violating these regulations will be subject to
disciplinary procedures, up to and including termination of employment.
In addition to sanctions proposed by the institution, there are a variety of legal sanctions under local,
state, and federal law for the unlawful possession, use, or distribution of illegal drugs and alcohol.
Services may be found by contacting:
Alcoholics Anonymous
722-5983
AA provides group support and informational services.
National Institute on Drug Abuse Hotline
1-800-662-HELP (1-800-662-4357)
An information and referral line that directs caller to treatment centers in the community.
Additional substance abuse resources can be found on www.sunybroome.edu, click on Current Students,
scroll to Wellness, Health and Safety, then click on Counseling Services.
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General Information
Emergency Closing
When weather or other emergency situations require SUNY Broome to cancel activities or close campus
the following media may be used to inform employees and students:
•
•
•
•
•

Local radio and television
SUNY Broome website (www.sunybroome.edu)
Employee Information Telephone (778-5INF, 778-5463)
College Switchboard (778-5000)
SUNY Broome RAVE Alert (See page 22; www.sunybroome.edu/rave-alert)

Emergency closing messages will identify whether classes are cancelled or the campus is closed. They
will also identify times. For example, “SUNY Broome will close at 10 PM.” Depending on the media
additional details may be provided. The switchboard offers an outgoing message with references to office
extensions. Messages at these extensions will identify the differences in their operations during the
emergency.
If classes are canceled, non-class activities (offices, the Ice Center, and non-student contact activities)
will remain open. Employees in these offices or associated with these activities are expected to report.
During all emergencies all essential employees (Public Safety, Maintenance, and Custodial) must report
unless advised differently by their supervisor.

Holiday Schedule
Below is a list of holidays for SUNY Broome employees. Holiday reminders will appear in SUNY Broome
Today, the campus newsletter.
Holidays for the 2018-2019 Academic Year:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Labor Day - Monday, September 3, 2018
Columbus Day - Monday, October 8, 2018
*Election Day - Tuesday, November 6, 2018
*Veteran’s Day – Monday, November 12, 2018
*Day before Thanksgiving - Wednesday, November 21, 2018
Thanksgiving Day - Thursday, November 22, 2018
Day after Thanksgiving - Friday, November 23, 2018
Christmas - Tuesday, December 25, 2018
New Year’s Day - Tuesday, January 1, 2019
Martin Luther King Jr. Day - Monday, January 21, 2019
*Lincoln’s Birthday - Tuesday, February 12, 2019
*Washington’s Birthday - Monday, February 18, 2019
Memorial Day - Monday, May 27, 2019
Independence Day – Thursday, July 4, 2019
Winter holiday curtailment for 2018-2019 is December 22, 2018 - January 1, 2019.

*These are compensatory holidays for clerical, maintenance, administrative, Guild employees and 12month faculty. Please note: for 12-month faculty the day before Thanksgiving is a holiday. An employee
must work these days to earn a compensatory day for each such day worked. Such compensatory days
must be used before August 31 of the academic year in which they are earned.
All other dates listed are holidays on which the entire campus is closed.
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Vacation, Sick, Personal Leave Time
For information regarding leave time, please refer to your Collective Bargaining Agreement or for
Administrative/Management Confidential employees please refer to your Staff Benefits. All of these
documents can be found on Mycollege – employee – Human Resources Documents.

Jury Duty
For information regarding jury duty, please refer to your Collective Bargaining Agreement or for
Administrative/Management Confidential employees please refer to your Staff Benefits. All of these
documents can be found on Mycollege – employee – Human Resources Documents.

Information Technology Services
ITS provides secure and reliable academic and administrative computing and communications services
that serve all faculty and staff. This includes standards for desktop computing, wired and wireless
networking, telecommunications, and programming.
Each campus desktop and general purpose computing lab is equipped with the following standard
applications: Windows 7, Office 2016, Word, Excel, Access, PowerPoint, Internet Explorer, Firefox,
Chrome, Sophos, Acrobat Reader.
Please visit https://www.sunybroome.edu/web/www/its for specific information regarding campus
email, wireless connectivity, remote access, and more.
Be sure to review and understand the following ITS policies:
Guest Wireless Use Policy
Network Use Policy
Security Incident Response Plan
Information is also available in the ITS department Monday through Friday, 8:30 a.m. to 5:00 p.m., in
Business Building 123 or by calling 778-5011.

Use of College Vehicles
SUNY Broome Community College provides a pool of vehicles, including cars and vans to support
faculty, staff and students in attending approved, field trips, meetings, conferences, workshops, and
seminars.
The procedures governing the use of SUNY Broome vehicles have been established in order to meet
legal and insurance requirements and to provide for efficient use of the vehicles. An approved Travel
Authorization Request must be submitted to the Purchasing Office to request the use of a college vehicle.
This completed form will provide documentation for insurance, travel reimbursement, and employee
accountability purposes. This document will also serve as a formal record of the vehicle being used on
official college business.
A valid operator’s license is required to drive college vehicles. Drivers must have license information and
signed SUNY Broome Drivers Responsibility Acknowledgement form on file with the Purchasing Office.
All passengers in the vehicle must be college employees, employees of affiliated organizations (FSA &
Foundation), or SUNY Broome students being transported for academic field trips (not club activities).
The vehicle mileage log must be submitted promptly upon return from a trip, together with keys and credit
cards. Vehicles are heavily scheduled and a late return of a vehicle or a delay in turning in keys, credit
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cards or mileage log can mean inconvenience and or added risk for an employee who has been next
assigned that vehicle. Employees who do not comply with all of the above procedures will be denied use
of college vehicles.

Elevator Access
Individuals needing access to elevators because of temporary or permanent impairments may request
access through the Student Support Services Office (L007; ext. 5150).
Emergency access to a malfunctioning elevator is provided by the Office of Public Safety and/or
maintenance through the use of special keys/tools that are also available to rescue personnel.

Campus Parking Regulations
Note: Parking Regulations and Procedures at
www.sunybroome.edu/parking.
All employees must register their vehicle(s) at the Office of Public Safety (Public Safety Building) and
obtain appropriate parking permit hangtags. Hangtags must be clearly displayed on the rear view mirror.
Everyone, including visitors and guest speakers, must obtain a parking pass from the Office of Public
Safety.
Faculty, staff and students must park only in the lot designated for them with the following exceptions:
1. Disabled employees, students, and visitors may park in those spaces reserved for people with
disabilities in any campus parking lot. Their vehicles must display a valid “handicapped” parking
license plate, decal or hangtag from a state Department of Motor Vehicles or local city, town or
village clerk’s office.
2. Areas are provided on the asphalt ramp at the northwest corner of the Student Services Building
for parking of all motorcycles on campus.
3. Throughout the year after 5 p.m. and during weekends, faculty and staff with a current SUNY
Broome parking hangtag may park in any staff lot, including Lot #17.
4. Student parking rules remain the same throughout the calendar year.

There is no parking permitted in the following areas unless authorized by the President of the College:
1.
2.
3.
4.
5.

Roadways, sidewalks, grass, or any other area other than spaces marked for parking.
Areas that would block roadways, entrances, loading docks or curb cuts.
Areas where “No Parking” signs are posted.
Areas that are restricted for reasons of safety or reservations.
Space that would impede normal traffic in campus parking lots (parking outside lined spaces).

No overnight parking is allowed on campus. If a car needs to be left overnight, the owner/operator must
notify the Office of Public Safety.
The speed limit on campus roadways is 20 MPH. The speed limit in campus parking lots is 10 MPH.
These limits are strictly enforced.
Any violation of campus traffic/parking rules will result in a ticket and related fine at the expense of the
vehicle operator/owner.
For further information on SUNY Broome traffic and parking rules and procedures, including the process
to appeal a ticket, please contact the Office of Public Safety at 778-5083.
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Please help visitors to our campus during the year by reminding them to go to the Wales Reception Desk
or Office of Public Safety (Public Safety Building) to request a Visitor’s Pass. A Visitor parking area is
located in front of the Wales Building. A parking pass will be provided for visitors to legally park in that
area or the staff will try to place the visitor in a lot near their destination on campus.
(12/18)
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