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Itasca Community College is committed to a policy of nondiscrimination in employment 
and education opportunity.  No person shall be discriminated against in the terms and 
conditions of employment, personnel practices, or access to and participation in, 
programs, services, and activities with regard to race, sex, color, creed, religion, age, 
national origin, disability, marital status, status with regard to public assistance, sexual 
orientation, or membership or activity in a local commission as defined by law. 
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�
HUMAN RESOURCES 

AND  PAYROLL NUMBERS  
 
HUMAN RESOURCES ISSUES 
Labor contract questions and issues; benefits,  
including insurance issues;  leave eligibility;  
retirement eligibility;  Employee Assistance Program; salary 
schedule placement;  changes in rate of pay; training & staff 
development. 
 

YOUR HUMAN RESOURCES STAFF 
 
Patti Delich, Director of Human Resources 
(218) 749-7743   
e-mail:  p.delich@mr.mnscu.edu 
 
Donna Hukka, Personnel Assistant/Office Manager 
(218) 262-7249   
e-mail:  donnahukka@hibbing.edu 
 
Nancy Paolo, Personnel Aide 
(218) 262-7218 
e-mail:  nancypaolo@hibbing.edu 
 
Juanita Sistad, HR/Payroll Assistant 
(218) 262-7224 
e-mail :  juanitasistad@hibbing.edu 
 
Fax :  (218)  262-7269 
 
 
PAYROLL ISSUES  
 
Questions about the paycheck, including back pay and dates 
of pay;  W4 changes; all deductions, including savings bonds,  
Foundation deductions, retirement deductions;  duplicate W2s:  
 
 
Contact: Juanita Sistad       (218) 262-7224     
e-mail:  juanitasistad@hibbing.edu  
Fax:  (218) 262-7269 
 
           ACCESS YOUR PAYSTUB  AT: 
………  .. www.state.mn.us/employee  
 
 
Affinity Plus Credit Union (former SCCU)  
          (218) 326-4314 Grand Rapids 
          (218) 722-4004 Duluth 
          www.affinityplus.org                                                    
 
 
�
Make Direct Inquiries for Information to 
These Expert Sources: 
------------------------------------------------------ 
*Union Dues :  Call your union 
*Retirement Annuity :  Your retirement fund provider 
*Supplemental Retirement :  TIAA-CREF 
*Billing/covered services issues for health 
        or dental insurance :  insurance carrier  
Investments (403(b), etc):   appropriate advisor/company 
Tax calculations/advice:   accountant 
Legal Advice : appropriate legal professional 
 

 
UNIONS                                                         Rev. 8/07   
 
AFSCME  1-800-652-9791 or   (651) 450-4990   
MAPE  (MN Association of Professional Employees) 
  1-800-652-9721 or (651) 227-6457 
MMA  (Middle Management Association)    
  1-800-642-2373 or (651) 222-3811 
MSCF (MN State College Faculty)       
  1-800-377-7783 or (651) 767-1262 
  Fax: (651)-767-1266 
================================================ 
RETIREMENT PLANS 
 
MSRS  (Minnesota State Retirement System) 
1-800-657-5757 or (651) 296-2761 
(218) 740-3157 Duluth Office 
 www.msrs.state.mn.us  
 
PERA (Public Employees Retirement Assoc.) 
1-800-652-9026 or  (651) 296-7460 
 
TRA (Teachers Retirement Association) 
1-800-657-3669 or (651) 296-2409 
Fax:  (651) 297-5999 
www.tra.state.mn.us  
 
IRAP (administered by TIAA-CREF)  
1-800-682-8969     
http://www.tiaa-cref.org 
 
SRP (Supplemental Retirement Plan - administered by TIA A-CREF) 
1-800-682-8969   
http://www.tiaa-cref.org 
 
================================================ 
 OPTIONAL RETIREMENT PLANS  
 
                  Tax Sheltered Annuity Program  
 
TIAA-CREF  -  403(b) Plan and Roth 403 (b) 
1-800-682-8969       
http://www.tiaa-cref.org 
Deferred Comp - 457 Plan (administered by MSRS)  

Duluth: 1-800-657-5757   or   (218) 740-3151 
Fax: 218-740-3174 
www.mndcplan.com       
 
HEALTH/DENTAL CARRIERS  
 
BCBS MN Advantage      1-800-262-0819 
State Dental Plan    1-800-553-9536 
Blue Plus Dental    1-888-853-7553 
Group Long-term Care from CNA   1-888-653-9600 
  www.mpel.org  
Pre-tax Benefits  (Eide Bailly Benefits) 
  1-800-300-1672 
  www.Eidebailly.com/benefits  
HRA for administrators (admin by MSRS) 1-800-657-57 57 
Worker’s Compensation  - Administered by CorVel:  
  (612) 436-2542   or   1-866-399-8541 
Nurseline ( for 24 hr care & advice):   1-800-622-9524 
                                                 
Prescription Drugs from Canada     1-888-626-0696 
  www.advantage-meds.com   
Prime  (mail order prescription drug)  1-877-357-7463  
  www.myrxhealth.com  
��

MN State Employee Assistance Program  
EAP Counselor call:  

651-259-3840 or 1-800-657-3719  
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Part 1. Purpose.  MnSCU is committed to creating an environment where fraudulent and other dishonest acts are not 
tolerated. All MnSCU employees are responsible for complying with the State Code of Ethics (Minnesota Statutes 
Section 43A.38), other state statutes and board policies that govern their conduct, and ensuring that all resources 
entrusted to them are used ethically, prudently, and for their designated purpose. In addition, to ensure that MnSCU 
resources are used appropriately, managers and supervisors are responsible for educating employees about proper 
conduct, creating an environment that deters dishonesty and maintaining internal controls that provide reasonable 
assurance of achieving management objectives, and detecting dishonest acts. Furthermore, managers and supervisors 
must be cognizant of the risks and exposures inherent in their area of responsibility and be aware of symptoms of 
fraudulent or dishonest acts, should they occur. This policy establishes responsibilities for investigating potential 
incidents of fraud or other dishonest acts, taking remedial actions, and reporting evidence to the Legislative Auditor and 
other appropriate authorities. 

Part 2. Applicability. This policy applies to all MnSCU trustees and, employees, including faculty (full-time, adjunct and 
part-time faculty), administrative staff, and student employees. It also requires employees to report the actions of other 
parties that may result in financial losses or possible criminal conduct affecting MnSCU resources or information. These 
other parties include (1) students; (2) contractors and vendors; (3) organizations affiliated with MnSCU, including 
foundations governed by MnSCU policy 8.3; and (4) any other person or organization that uses MnSCU resources or 
information, with or without authorization.  

This policy does not apply to destruction or misappropriation of personal or private property. Those matters shall be 
reported to appropriate college, university, or Office of the Chancellor officials and to law enforcement officials when 
appropriate. Also, substantiated violations involving personal or private property are subject to personnel action or 
discipline under the student conduct code. 

This policy does not apply to allegations of academic misconduct. Those matters shall be referred to appropriate college 
or university officials.  

This policy also does not apply to allegations of discrimination or harassment. Those matters are governed by MnSCU 
policy 1.B.1.  

Part 3. Definitions.   

Subpart A. Dishonest act . A dishonest act generally involves a deliberate act or failure to act with the intention 
of obtaining an unauthorized benefit, destruction of property or otherwise fraudulent behavior. Dishonest acts 
include, but are not limited to:  

*Theft or misappropriation of funds, long distance telephone services, supplies, property, computer software, 
intellectual property, or other resources;  

*Forgery or alteration of documents;  

*Bribery or attempted bribery;  

*Unauthorized use of records or access to information systems, including unauthorized sharing of computer 
security clearances;  

*Unauthorized alteration, manipulation, or destruction of computer files and data;  

*Falsification of reports to management or external agencies;  

*Conflicts of interest that pursue a personal benefit or advantage while compromising the public interest;  

*Improper handling or reporting of financial transactions;  

*Authorizing or receiving compensation for goods not received or services not performed;  

*Authorizing or receiving compensation for hours not worked;  

*Incurring obligations in excess of appropriation authority, and  
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*Willful violation of laws, regulations or policies, or contractual obligations when conducting                              
MnSCU business.  

Subpart B. Fraud Inquiry . A fraud inquiry is the initial process for examining complaints, allegations, and other 
possible evidence of dishonest acts. The objective of a fraud inquiry is to determine whether sufficient evidence 
exists to warrant a fraud investigation.  

Subpart C. Fraud Investigation . A fraud investigation is the process of collecting and examining evidence to 
determine whether a dishonest act involving possible criminal action or significant financial loss has occurred.  

Part 4. Responsibilities.   

Subpart A. Compliance . Dishonest acts are prohibited pursuant to this policy and applicable law. Employees 
found to have committed a dishonest act as defined by this policy shall be subject to sanctions, restitution and 
other remedies as deemed appropriate by MnSCU officials.  

Subpart B. Employee reporting of suspected fraudule nt or other dishonest acts . An employee with a 
reasonable basis for believing fraudulent or other dishonest acts have occurred has a responsibility to report the 
suspected act in a timely manner. Reports should be made to the employee's immediate supervisor or manager, 
unless the employee suspects that the supervisor or manager has participated in or condoned the act. In that 
case, the employee should report the matter to the next highest level of supervision or management or directly 
to the college, university, or Office of the Chancellor Director of Human Resources. Employees are encouraged 
to report matters through their designated college, university or Office of the Chancellor channels, but may 
report any matters directly to the MnSCU Office of Internal Auditing. This policy shall not prohibit prompt 
notification to appropriate authorities when an immediate threat to personal safety exists or other circumstances 
justify such notice. Upon discovering evidence of possible fraudulent or dishonest acts, employees should not 
confront individuals suspected of wrongdoing or initiate fraud investigations on their own because such actions 
may compromise any ensuing investigation. Employees shall not make statements or disclosures knowing they 
are false or in reckless disregard of the truth.  
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possible criminal action or significant financial loss, then a fraud investigation shall be conducted pursuant to 
Part 4, Subpart D of this policy. If a fraud inquiry does not reveal evidence of possible criminal actions or 
significant financial loss related to a dishonest act, but substantiates a violation of state or federal law, MnSCU 
or college or university policies, or other applicable requirements, the matter shall be referred to the appropriate 
campus or Office of the Chancellor official for further action. Any incident that reveals possible employee 
misconduct may be subject to a personnel investigation by the college, university, or Office of the Chancellor, as 
appropriate, and subject to personnel action in accordance with the provisions of the applicable collective 
bargaining agreement or other personnel plan.  

Subpart D. Conducting a fraud investigation . If it is determined under Part 4, Subpart C that a fraud inquiry 
merits a fraud investigation, the president or Chancellor shall report the matter to the Office of Internal Auditing. 
The president or Chancellor shall consult with the Executive Director of Internal Auditing to determine 
responsibilities for conducting the fraud investigation. The MnSCU General Counsel, the Legislative Auditor, or 
other administrative officials also shall be consulted, as appropriate and when required by this policy.  

Part 5. Remedial Actions.  If a fraud investigation substantiates that a violation has occurred, the following remedial 
actions against or by MnSCU employees shall be taken as appropriate:  

Subpart A. Recovery of Losses . Appropriate action will be taken to recover assets lost as a result of an act of 
dishonesty. Full recovery will constitute the value of benefits gained by an employee or beneficiary other than 
MnSCU or the documented loss, whichever is larger, and, if appropriate, the cost of investigation, recovery, or 
other costs. For misuse of long-distance telephone services, recoveries must include the fair market value of the 
service, taxes, and interest. All reasonable means, consistent with state law, will be sought to recover losses, 
including voluntary repayments, withholding from salary and wages, insurance proceeds when applicable, and 
legal action when necessary. Significant financial losses shall be reported to the Vice Chancellor - Chief 
Financial Officer. Dishonest acts that result in significant loss or damage to electronic information or information 
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systems shall be reported to the MnSCU Chief Information Officer. The MnSCU General Counsel shall 
determine whether the evidence available and the cost of recovery justify legal action to recover losses.  

Subpart B. Referral to Law Enforcement . A college, university or Office of the Chancellor shall consult with 
the MnSCU General Counsel prior to disclosing private or confidential data on employees to law enforcement 
authorities pursuant to Minnesota Statutes section 13.43, subd. 15.  

Subpart C. Internal Control Deficiencies . The Office of Internal Auditing shall consider whether evidence of 
possible fraudulent or other dishonest acts reveals areas or practices in college, university, or system internal 
controls needing modification. The Office of Internal Auditing shall recommend corrective actions to the 
president or chancellor, as appropriate, and the Vice Chancellor - Chief Financial Officer. Internal Auditing shall 
follow-up on its recommendations and report progress to the board of trustees consistent with procedures for 
audit follow-up.  
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Employees found to have participated in fraudulent or other dishonest acts, or any employee who hinders a 
fraud inquiry or investigation by making a false or misleading statement, or any employee who has knowledge of 
a dishonest act, but fails to report it according to this policy shall be subject to disciplinary action. The 
appropriate campus official or Vice Chancellor for Human Resources shall determine whether employee 
disciplinary action is warranted. The provisions of collective bargaining agreements shall be observed for any 
employee disciplinary proceedings. 

Part 6. Data Practices.  Fraud inquiry or investigation data must be handled in accordance with the Minnesota 
Government Data Practices Act and other applicable law.  

Part 7. Whistleblower Protection.  Employees who report suspected fraudulent or other dishonest acts pursuant to 
Minnesota Statutes Section 181.932 shall be protected from retaliation. The identity of information sources shall be 
protected when required by Minnesota Statutes Section 181.932 or Minnesota Statutes Section 13.392.  

Part 8. Other Policies . This policy shall not be construed to limit the ability to enforce any other applicable policy or law 
not incorporated under this policy or to limit the remedies available for violations that occur.  

Part 9. Reporting to the Board of Trustees and the Legislative Auditor . The Executive Director of Internal Auditing 
shall notify the Board of Trustees of any significant violations of law or board policies, as required by board policy 1D, or 
any material departures from this policy.  

The Executive Director of Internal Auditing is responsible for reporting evidence to the Office of the Legislative Auditor 
as required by Minnesota Statutes Sections 10.47, 43A.39, and 609.456, Subdivision 2 and, if federal funds are 
involved, to the responsible federal authority. Employees who have reported evidence according to the provisions of this 
policy will have fulfilled their statutory reporting obligations for reporting to the Office of the Legislative Auditor. 

Date of Implementation: 6/19/02, 
 

Date of Adoption: 6/19/02, 

 

Suspected theft or other wrong doing by employees o f the State of Minnesota 
Itasca Community College) should be reported to the  following individuals: 
 
Pat Leistikow – Director of Finance and Facilities      218-322-2403 
Itasca Community College 
 
Kim McLaughlin – MnSCU Internal Auditor                218-263-2976 
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Part 1. Purpose and Scope.  The purpose of this policy is to establish restrictions on possession or carry of 
firearms applicable to the Minnesota State Colleges and Universities System, in accordance with the Minnesota Citizens' 
Personal Protection Act of 2003, Minnesota Statutes section 624.714, and other applicable law.  

Part 2. Definitions.  

Subpart A. Employee . "Employee" means any individual employed by Minnesota State Colleges and 
Universities, its colleges and universities and the Office of the Chancellor, including student employees.  

Subpart B. Firearm . "Firearm" means a gun, whether loaded or unloaded, that discharges shot or a 
projectile by means of an explosive, a gas or compressed air.  

Subpart C. Pistol. "Pistol" means a weapon as defined in Minnesota Statutes section 624.712, subd. 2.  

Subpart D. Student. "Student" means an individual who is:  

1. registered to take or is taking one or more courses, classes, or seminars, credit or noncredit, at 
any System college or university; or  

2. between terms of a continuing course of study at the college or university, such as summer 
break between spring and fall academic terms; or  

3. expelled or suspended from enrollment as a student at the college or university, during the 
pendency of any adjudication of the student disciplinary action.  

Subpart E. System property.  "System property" means the facilities and land owned, leased, or under 
the primary control of Minnesota State Colleges and Universities, its Board of Trustees, Office of the Chancellor, 
colleges, and universities.  

Subpart F. Visitor. "Visitor" means any person who is on System property, but does not include (1) an 
employee of the Minnesota State Colleges and Universities acting in the course and scope of their employment; 
or (2) a student, when that student is on System property.  

Part 3. General. No person is permitted to carry or possess a firearm on System property except as provided in this 
policy.  

Subpart A. Employees.   

1. Prohibition.  Employees are prohibited from possessing or carrying a firearm while acting in 
the course and scope of their employment, either on or off System property, regardless of 
whether the employee has a permit to carry a firearm, except as otherwise provided in this 
policy.  

2. Licensed peace officers . Subpart 3.A.1. does not apply to employees who are licensed 
peace officers under Minnesota Statutes section 626.84, subd.1(c), when assigned by the 
college or university to public safety duties.  

3. Employee reporting responsibility.  An employee with a reasonable basis for believing an 
individual is in possession of or carrying a firearm in violation of this policy has a responsibility 
to report the suspected act in a timely manner, unless doing so would subject the employee or 
others to physical harm. Reports should be made to the official designated in the applicable 
policy of the college, university or Office of the Chancellor. This policy shall not prohibit prompt 
notification to appropriate law enforcement authorities when an immediate threat to personal 
safety exists. Employees shall not make reports of a suspected violation knowing they are false 
or in reckless disregard of the truth.                                                                                                                                                       
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Subpart B. Students.   

1. Prohibition. Students are prohibited from possessing or carrying a firearm while on System 
property, regardless of whether the student has a permit to carry a firearm, except as otherwise 
provided in this policy.  

2. Licensed peace officers.  This policy does not apply to students who are licensed peace 
officers under Minnesota Statutes section 626.84, subd.1(c).  

Subpart C. Visitors.   

�

1. Prohibition.  Visitors are prohibited from possessing or carrying a firearm while on System 
property, except as otherwise provided in this policy.  

2. Licensed peace officers . This policy does not apply to visitors who are licensed peace 
officers under Minnesota Statutes section 626.84, subd.1(c).  

Part 4. Exceptions.  

Subpart A. Parking areas.  This policy does not prohibit the lawful possession or carry of firearms in a 
parking area or parking facility.  

Subpart B. Authorized uses.  This policy does not prohibit:  

1. Lawful possession or carry related to an academic use or use at a campus shooting range, such 
as law enforcement programs, approved in writing by the college or university president; or  

2. Transport of an unloaded firearm directly between a parking area or parking facility and the 
location authorized for its use, or transport of an unloaded firearm directly between a parking 
area or parking facility and a storage facility provided by the college or university.  

3. Possession or carry of a pistol by a visitor who has a lawful permit to carry a pistol pursuant to 
Minnesota Statutes section 624.714, subd. 1a.  

Nothing in this policy requires a college or university to provide storage facilities for employees' or students' 
weapons.  

Part 5. Storage in State Vehicles Prohibited.  No vehicle owned, leased, or otherwise under the control of the 
System shall be used to store or carry a firearm, except as authorized for purposes under part 4.B.1.  

Part 6. Violations . Violations of this policy by students or employees are misconduct subject to discipline, up to and 
including expulsion or termination.  

Part 7. Referral to Law Enforcement.  Minnesota State Colleges and Universities may refer suspected 
violations of law to appropriate law enforcement authorities, and provide access to investigative or other data as 
permitted by law.  

Part 8. College and University Policies . Colleges, universities, and the Office of the Chancellor shall adopt 
policies and procedures consistent with this policy.  

Part 9. Effect.  In the event any other System, college, university or Office of the Chancellor policy or procedure is 
found to be in conflict with this policy, the terms of this policy shall govern.  

�
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