
WELCOME TO  

COLLIN COLLEGE 

New Part-time Employee 

Online Orientation  



Welcome Video 

A Welcome Message from Cary Israel, District President   

Please click on the link above to watch the video 

 

Dr. Cary A. Israel 

District President 
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http://vimeo.com/moogaloop.swf?clip_id=4361686&amp;server=vimeo.com&amp;show_title=1&amp;show_byline=1&amp;show_portrait=0&amp;color=&amp;fullscreen=1


Mission of Collin College 

Collin County Community College District is a 

student and community-centered institution 

committed to developing skills, strengthening 

character, and challenging the intellect. 
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Core Values 

We have a passion for...    

•  Learning 

•  Service and Involvement 

•  Creativity and Innovation 

•  Academic Excellence 

•  Dignity and Respect 

•  Integrity   
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Accreditation 

• Collin College is accredited by the                    

Southern Association of Colleges and 

Schools (SACS) Commission on Colleges to 

award associate degrees and certificates.   

 

• The Southern Association of Colleges and 

Schools Commission on Colleges is the 

regional body for the accreditation of degree-

granting higher education institutions in the 

Southern states.   

 

• Certain programs offered by Collin College are 

also accredited by specialized, industry-specific 

accrediting bodies. 

 

5 

News: Collin College is in the process of conducting a self-study toward 

reaffirmation of accreditation in 2014.  Be watching for ways you can participate.   



Our Campuses 

Central Park Campus 

2200 W. University Drive 

McKinney, TX 75070 

Spring Creek Campus  

2800 E. Spring Creek Pkwy 

Plano, TX 75074                                    

Preston Ridge Campus  

9700 Wade Boulevard  

Frisco, TX 75035  

 

Collin Higher Education Center 

3452 Spur 399 

McKinney, TX 75069 

Courtyard Center 

4800 Preston Park Blvd 

Plano, TX 7507                                    

Allen Center 

300 Rivercrest Blvd 

Allen, TX 75002 

Rockwall Center 

1050 Williams Street 

Rockwall, TX 75087 
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News: A new 82,000 square foot library is under construction at the Spring Creek Campus      

and plans are being discussed for potential expansion at the Central Park Campus. 



What Makes Collin College  

A Great Place To Work? 

• Stable Growing Organization.   
Since offering its first classes at area high 
schools in 1985, Collin College has expanded 
to serve    about 53,000 credit and continuing 
education students each year. The only public 
college in     the county, the college offers   
more than 100 degrees and certificates in a 
wide range of disciplines. 

 

• The Leadership.  Collin College has        
great leadership, provided by experienced   
and knowledgeable Leadership Team 
members with oversight and vision provided  
by a 9 member Board of Trustees, which are 
at-large elected positions within the county.   

 

• The Employees. Collin College is a 
diverse organization with approximately 2500 
dedicated employees.   View the Personnel 
Headcount for    a current  listing of employees 
by position type   and campus.   

 

• The Culture. The Collin College Mission 
and Core Values of Learning, Service and 
Involvement, Creativity and Innovation, 
Academic Excellence, Dignity and Respect, 
and Integrity, were established for both 
students and employees.  Employees exhibit 
Cougar Pride at all times by assisting in 
carrying out the mission of the college and 
honor the Core Values in interactions with 
students as well as fellow employees. 

 

• Opportunity for Advancement. 
Collin College encourages employees to 
broaden their knowledge base and seek new 
opportunities within the college by offering 
professional development and tuition 
reimbursement programs.  
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http://www.collin.edu/hr/hr_headcount_archive.html
http://www.collin.edu/hr/hr_headcount_archive.html


Meet The Board of Trustees 

Collin College is led by a nine-member, elected Board of Trustees along with the district president.   

Mac Hendricks 

Chair 

 

Stacy Anne Arias 

Vice Chair 

 

Jenny McCall 

Secretary 

 

Nancy Wurzman 

Treasurer 

 

Dr. J. Robert Collins 

Founding Board Member 

 

Larry Wainwright Adrian Rodriguez 
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Andrew Hardin Tino Trujillo 

http://www.collin.edu/administration/board_of_trustees.html
http://www.collin.edu/administration/board_of_trustees.html


Meet The Leadership Team 

Dr. Cary Israel 
District President 

Dr. Colleen Smith  
District Sr. Vice President,  

Academic Affairs & Student 

Development 

Ralph Hall 
Vice President,  

Administrative 

Services/CFO 

Kim Davison 
Vice President,  

Org. Effectiveness         

& Human Resources 

Lisa Vasquez 
Vice President,  

College & Public Relations 

Dr. Barbara Money 
Vice President,     

Student Development 

Dr. Brenda Kihl 
Vice President/Provost 

Preston Ridge Campus 

Dr. Mary McRae 
Vice President/Provost 

Spring Creek Campus 

Dr. Sherry Schumann 
Vice President/Provost 

Central Park Campus 
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   Tonya Wogberg 

      HR Consultant 

Spring Creek Campus 

twogberg@collin.edu 

972-758-3856 

  

Meet Your HR Representatives 

           Aniesha McClinton 

          HR Consultant 
Preston Ridge Campus 

Allen Center 

amcclinton@collin.edu 

972-758-3857 

Sandy Davis 
HR Consultant 
Central Park Campus 

Collin Higher Education Ctr 

Rockwall Center 

sdavis@collin.edu 

972-599-3164 

 

 

 

 

  

 
• Recruiting 

• Job Postings 

• Job Descriptions 

• New Hire Process 

• Review Qualifications 

• Calculate Salaries 
 
 

• FMLA/Leaves of Absence 

• HR-Related Training 

• Employee Relations 

• Performance Management 

• Answer HR Questions 

• Communicate Info 

Services Provided by the  

Campus HR Consultants Include: 

Services Provided by the 

Student Employment 

Specialist Include: 
 

• On-campus Student 

Employment Procedures 

• Student Assistant and 

FWS eligibility verification 

• Student employment 

records 

Sarah Henderson 
HR Specialist – 

Student Employment 
All Campuses 

shenderson@collin.edu 

972-881-5110 
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mailto:twogberg@collin.edu
mailto:amcclinton@collin.edu
mailto:sdavis@collin.edu
mailto:shenderson@collin.edu


POLICIES & PROCEDURES 
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Policies & Procedures 

It is our responsibility, as employees of the College, to become familiar with the policies that 
govern our conduct.  Please click on the links that follow to review some important policies 
and procedures.  If you have questions about any of these policies, contact your supervisor 
or your campus Human Resources Consultant. 

 

1. Employment Credential Deadline Policy.  If the job for which you were hired requires 
a degree or certification, you must submit official copies of such documentation to 
Human Resources. Collin College only accepts official transcripts submitted via one of 
the acceptable formats indicated on the Official Transcripts Guidelines form. Qualifying 
transcripts MUST be received on or before the first date of employment (but not later 
than 30 days from the date of hire) as well as copies of certificates, licenses, and other 
credentials which document employment qualification.  If appropriate documentation is 
not received within the first 30 days, you agree that your payroll checks may be 
withheld pending your submission of the required documentation and/or you may be 
terminated from employment with Collin College.  It is the employee’s responsibility to 
request qualifying transcripts and pay any associated transcript fees.      

       

• For your convenience, you may use our Request for Transcript Form.    

• NOTE: Please be sure your transcripts are sent to the HR department, not 
Admissions since the Admissions office shreds original transcripts upon scanning 
them.   
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http://www.collin.edu/shared/shared_hremploy/Employment_PDFs/Official_Transcript_Guidelines.pdf
http://www.collin.edu/shared/shared_hremploy/Employment_PDFs/Official_Transcript_Guidelines.pdf
http://www.collin.edu/shared/shared_hremploy/Employment_PDFs/Official_Transcript_Guidelines.pdf
http://www.collin.edu/shared/shared_hremploy/Employment_PDFs/Official_Transcript_Guidelines.pdf
http://www.collin.edu/shared/shared_hremploy/Employment_PDFs/Official_Transcript_Guidelines.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf
http://www.collin.edu/shared/shared_hr/PDFs/Employment_packets/PTNT_RequestforTranscript_Form.pdf


2. Drug Free Schools and Communities Act. Please click on the link to view the Drug Free 
Schools and Communities Act.  Collin College supports the requirements of this Act and has 
provided information in the new employee packet.  In addition, Collin College campuses are 
tobacco free.  Smoking and use of tobacco products, including electronic cigarettes, is 
prohibited on campus, including the parking areas.  You acknowledge that you have received 
information regarding this Act and that it is your responsibility to review the information.  You 
agree to read the material and comply with the guidelines.  You agree to contact Human 
Resources if you have any questions or if you do not understand the information. 

 

3. HIV & AIDS.  Please click on the link to view the HIV & AIDS Policy.  You acknowledge that 
you have read information regarding Collin College’s HIV & AIDS Policies in the new 
employee orientation packet and that it is your responsibility to review the information.  You 
agree to read the material and comply with the guidelines.  You agree to contact Human 
Resources if you have questions or if you do not understand the information.  

 

4. Whistle Blower Act. Please click on the link to view the Whistle Blower Act. Texas 
Government Code prohibits retaliation against public employees who report official 
wrongdoing.  The provision states: “a state or local government entity may not suspend or 
terminate the employment of, or take other adverse personnel action against a public 
employee who in good faith reports a violation of law by the employing governmental entity or 
another public employee to an appropriate law enforcement authority.” You acknowledge that 
you have received notification regarding your rights in this regard.  For more information, call 
512-463-2185, Office of the Attorney General, Texas. 
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Policies & Procedures (cont.) 

http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://www.collin.edu/shared/shared_hr/PDFs/DrugFree_Schools_Community_Act.pdf
http://ftp.ccccd.edu/hr/notices/notices.htm
http://iws2.ccccd.edu/hr/notices/whistleblower_poster.pdf
http://www.collin.edu/shared/shared_hr/PDFs/HIV_STD_Info_E4-148_1_.pdf
http://www.collin.edu/shared/shared_hr/PDFs/HIV_STD_Info_E4-148_1_.pdf
http://www.collin.edu/shared/shared_hr/PDFs/HIV_STD_Info_E4-148_1_.pdf
http://www.collin.edu/shared/shared_hr/PDFs/HIV_STD_Info_E4-148_1_.pdf
http://www.collin.edu/shared/shared_hr/PDFs/HIV_STD_Info_E4-148_1_.pdf
http://iws2.ccccd.edu/hr/notices/whistleblower_poster.pdf
https://www.oag.state.tx.us/AG_Publications/pdfs/whistleblower.pdf
https://www.oag.state.tx.us/AG_Publications/pdfs/whistleblower.pdf
https://www.oag.state.tx.us/AG_Publications/pdfs/whistleblower.pdf
https://www.oag.state.tx.us/AG_Publications/pdfs/whistleblower.pdf
https://www.oag.state.tx.us/AG_Publications/pdfs/whistleblower.pdf


 
5. Worker’s Compensation Coverage.  Please click on the link to review Worker’s 

Compensation information.  All employees are covered by Collin College’s worker’s 
compensation insurance for injuries sustained in the course and scope of employment.  You 
acknowledge that you must report an on-the-job injury to your supervisor immediately, but in 
no event, no more than 30 days following an injury, and you complete an injury form. 

 

6. FERPA.  Click on the link to learn more about FERPA.  The Family Educational Rights and 
Privacy Act (FERPA) is the guiding force behind the provision of privacy to student records.  
There are many opportunities to obtain information regarding this Act and your rights and 
responsibilities as an employee of Collin College.   

 

7. Employee Standards of Conduct Policy.  Click on the link to view the Employee Standards 
of Conduct Policy – DH (Local).  Please note the requirement for employees to notify their 
supervisor within three (3) calendar days of any arrest, indictment, conviction, no contest or 
guilty plea, or other adjudication of the employee for ANY felony OR any offense involving 
moral turpitude.  

 

8. Appropriate Use of Technological and Information Resources. Please click on the link to 
be directed to Collin College’s Board Policy Manual.  Information specific to the Appropriate 
Use of Technological and Information Resources can be found by typing “CR LOCAL” into the 
search box. 
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Policies & Procedures (cont.) 

http://www.collin.edu/hr/benefits/workerscomp.html
http://www.collin.edu/hr/benefits/workerscomp.html
http://www.collin.edu/hr/benefits/workerscomp.html
http://www.collin.edu/hr/benefits/workerscomp.html
http://www.collin.edu/hr/benefits/workerscomp.html
http://www.collin.edu/shared/shared_profdev/PD_pdfs/06PB293_FERPA_Brochure.pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DH(LOCAL).pdf
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR
http://pol.tasb.org/Policy/Code/304?filter=CR


Policy Acknowledgment 

Links to additional Important College, State and Federal Notices, as well 
as college policies, procedures and guidelines can be found on the HR 
Website. 

 

Collin College Board Policies. Click on the link to view the Online Collin 
College Board Policies Manual.    

 

It is your responsibility to read, understand and abide by all such policies, 
procedures and guidelines.  

 

If you have questions, or do not understand any of this material, contact 
your supervisor or Human Resources Consultant.   
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http://www.collin.edu/hr/important_notices.html
http://www.collin.edu/hr/important_notices.html
http://www.collin.edu/hr/important_notices.html
http://www.quia.com/files/quia/users/sdavis33/HR_Forms/Agreement-and-Acknowledgment-Form.pdf_1
http://pol.tasb.org/Home/Index/304
http://pol.tasb.org/Home/Index/304
http://pol.tasb.org/Home/Index/304
http://pol.tasb.org/Home/Index/304
http://pol.tasb.org/Home/Index/304
http://pol.tasb.org/Home/Index/304
http://pol.tasb.org/Home/Index/304
http://www.collin.edu/shared/shared_hremploy/Agreement_and_Acknowledgment_Form5.11.10.pdf


EEO Training 
Collin College is an equal opportunity employer and does not 
discriminate on the basis of race, color, religion, sex, national 
origin, age, disability or veteran status or other protected class.   
 

Equal Employment Opportunity Information.  Please click on the link to review the Collin 
College  Equal Employment  Opportunity  Information.    

Also  see Board policy DAA (Legal) – Equal employment opportunity. 

 

ALL employees are required to complete two on-line training courses: “Unlawful 
Harassment Prevention” and  “EEO Laws and Discrimination Prevention”.  In addition, 
employees who may have access to student records will also be required to complete 
“FERPA for Higher Education” training. 

 

Within two weeks of your first day of employment, you will receive and email from 
Workplace Answers with a training link to the courses listed above. Please complete these  
online training courses by the deadline stated in the email.   

  

Upon completion of the online training courses, a completion certification will be 
automatically forwarded to Human Resources.  
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http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://www.dol.gov/ofccp/regs/compliance/posters/pdf/eeopost.pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf
http://pol.tasb.org/Policy/Download/304?filename=DAA(LEGAL).pdf


PAYROLL INFORMATION 
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Time Sheets 

All part-time (hourly) employees MUST complete a timesheet.  Your time sheet will 
be sent to you via your GroupWise email account after all employment paperwork 
has been submitted and processed.    

 

Completed time sheets must be submitted to the Payroll Department in the 
Business Office by the time sheet due date.    

 

All Collin College employees are paid monthly on the last working day of the month.  
Part-time employees are paid for the hours listed on their time sheets at the end of 
the month in which the time sheet is submitted. 

 

Click here for a Calendar of Time Sheet Deadlines and Payroll Dates. 

 

Visit the Business Office/Payroll intranet page by logging into CougarWeb for 
additional time sheet guidelines and instructions.  
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http://intranet.ccccd.edu/quickreference/Employee Reimbursements/Payroll/timeshtcutoff.htm
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://www.collin.edu/shared/shared_comptwo/Time_Sheet_Cut-Off_and_Pay_Dates_FY2011-2012.pdf
http://inside.collin.edu/businessoffice/payroll.html
http://inside.collin.edu/businessoffice/payroll.html
http://inside.collin.edu/businessoffice/payroll.html
https://cougarweb.collin.edu/cp/home/displaylogin


Work Hours and  

Leave Guidelines 

Part-time Staff are generally limited to working no more than 14.5 or 19.5 hours per week, 
depending on their position.  Work schedules shall be assigned by the supervisor.  With 
supervisor approval, part-time staff may temporarily work more than the maximum 
allowable weekly hours; however, they must stay within the guidelines listed on the HR 
Website.   

 

Part-time Student Employees are limited to working no more than 20 hours per week.  
Student Assistants and Federal Work Study employees may never work beyond 20 hours 
per week. 

 

FLSA Work Hours and Leave Guidelines for Non-exempt Employees.  Please click on 
the link to learn more about the Fair Labor Standards Act (FLSA), a federal law that 
governs an employee's work hours and reporting requirements. This document includes 
instructions on how to complete a timesheet.  

 

Note: Any requests for time off or adjustments to an employee’s regular work schedule 
must be approved by the employee’s supervisor. 

 

For additional FLSA information, visit: http://www.dol.gov/whd/flsa/  
 

 

19 

http://www.collin.edu/hr/hrcompensation/index.html
http://www.collin.edu/hr/hrcompensation/index.html
http://www.collin.edu/hr/hrcompensation/index.html
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://inside.collin.edu/businessoffice/pdfs/FLSAWorkHoursAndLeaaveGuidelines.pdf
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/
http://www.dol.gov/whd/flsa/


ADDITIONAL HELPFUL 

INFORMATION 
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CougarWeb 
CougarWeb is the portal into important information at Collin College.  CougarWeb is used by 
students, faculty and staff.   

 

The CougarWeb ‘My Workplace’ tab has employee information such as your  check stub 
information, W2 forms, your leave balances, benefits information, college policies & procedures, 
calendars, forms and departmental intranet pages.  

 

CougarWeb also provides employees of Collin College with access the college’s library 
databases and resources and remote access to their college email account. 

 

For more information, log on to CougarWeb (after you have received your CWID number) or click 
on the link for a brief overview of Resources in CougarWeb.   
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https://cougarweb.collin.edu/cp/home/displaylogin
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html
http://www.collin.edu/cougarweb/tutorial/sneakpeek_employees_pub.html


Campus Security & Emergencies 

The safety of our students, employees and visitors is extremely 
important to us.  We have a number of well-trained, dedicated men 
and women who serve as Collin College Police Officers and 
Dispatchers. These individuals are all committed to making our 
classrooms, workplace and the community a safe place to study, 
work and enjoy.    

 

The campus police are available 24/7/365.  

 

Visit Collin College’s Police Department Website to learn more 
about our Police Department services, campus emergency 
information, campus policies and contact information.   

 

Click here to view Collin College’s Emergency Preparedness 
presentation. 

 

 

 

 
 

Emergency Contact Numbers:  
• Call 911 if necessary. 

• To reach Collin College’s Police Dispatch Line: 

  On-campus:  Dial extension 5555  

  Off-campus:  Dial 972-578-5555 

Chief Michael Gromatzky 

Collin College Police  
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CougarAlert 

When an emergency occurs, the college’s CougarAlert system can send email, 
text messages and voice messages to employees  and students in as little as 
90 seconds. 

 

CougarAlerts will be sent in emergencies that require unscheduled closure or 
evacuation of a campus or the district. This includes, but is not limited to 
weather closures, power outages, police emergencies, catastrophes and/or 
hazardous exposures. CougarAlerts will not be used for promotional purposes 
or for scheduled closures, such as holidays. 

 

All employees are strongly encouraged to subscribe to CougarAlert.         

 

 

To subscribe, visit: http://www.collin.edu/cougaralert.html  
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Help Desk & Media Services 

Help Desk 

• The Help Desk is available to assist employees with 

technology issues.  The Help Desk can be reached 

most conveniently by dialing x6555 from any phone 

on campus, or by emailing HelpDesk@collin.edu  

• You can also find Academic Technology and Network 

Services tutorials online to assist with Blackboard, 

CougarWeb, CougarMail, Pharos, Accessing network 

drives remotely/Virtual Office, Phones and Voicemail, 

general technology and software tutorials and much 

more!  

• You can also check out software from the Help Desk 

to install on your home computer if it is for work-

related applications. 

 

Media Services 

• Media Services staff are available at each campus to 

assist with classroom technology issues, requests for 

video equipment, laptops, projectors and much more.   
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Helpful Information 
Who’s Who at Collin College 

• Click the link to view Collin College’s Organization Chart.  

• Click the link for a Campus Directory of employees by      

name or by department. 
 

 

Get Involved and “Be in the Know” 

• Check out the Collin College Event Calendar                     

for    upcoming college events. 

• There is an “Announcement” folder within GroupWise 

where you can view or post non-college and general 

employee announcements.  Visit Collin College Board 

Policy CR (LOCAL) for guidelines addressing appropriate 

use of the announcement board. 

• Click here for the latest Collin College News.  

• Ask your supervisor, or watch for college-wide 

announcements about opportunities to participate in    

Collin College committees, task forces or activities.  

• Collin College is proud of its students, faculty and staff     

as well as the many achievements they earn.  Points of 

Cougar Pride highlights some recent achievements.   
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Collin College Has Gone Mobile 

• Use your smart phone to access www.collin.edu for quick mobile access to CougarWeb, 
a calendar of events and much more . 

 

Collin College Athletics 

• The college nickname used by our athletic teams and other organizations throughout 
the college is the Collin College Cougars.  For athletic event schedules, visit: 
http://www.collin.edu/athletics/. 

 

 

 

 

Helpful Information (cont.) 
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Dress Code 
• While we do not have a college-wide dress code 

policy, employees are expected to dress 
appropriately for the workplace.  Business casual 
attire is generally worn by most employees.  You 
are encouraged to discuss appropriate attire 
expectations for your department with your 
supervisor.   

• Employees are also encouraged to show their 
Cougar Pride by wearing their Collin College 
Spirit Shirts each Wednesday. Watch for 
announcements for the next opportunity to 
purchase your Spirit Shirt! Proceeds go to the 
Spirit Scholarship fund.   

 

Employee ID Cards,  
• All faculty and staff of Collin College are required 

to have an Employee ID Card in order to use 
certain services provided by the college including 
the bookstore, computer labs, fitness center, 
library and college-sponsored events.   

• You can get your ID card in any Student Life 
office AFTER you have received your first 
paycheck.   

 

 

 

 

 

 

Helpful Information (cont.) 
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Required Employment Forms 

Congratulations, you have now completed The New Part-Time Employee 

Online Orientation. 
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REMINDER:  
 

You must also submit your completed employment packet to your 

supervisor or Human Resources PRIOR to your first day of employment.   

 

Please remember to bring the following documents with you when submitting 

your employment packet: 
 

1. Completed Employment Packet (a link to the packet is included in your offer letter) 

2. I-9 Identification and Work Authorization Documentation (you must bring 

original, unexpired documentation that establishes your identity and authorization to work in 

the U.S.. A list of acceptable documents is listed on the I-9 form in your employment packet.  

3. Social Security Card (for payroll purposes) 


