
Student Forms Checklist
U n de rg rad u ate/G rad u ate M i nes Stude nt E m p I oyees

Students employed by Mines must turn in the following items along with a Mines Student Employment
Contract to the Mines Administrative Processing Services (MAPS) Office lefqfqstarting employment.

Undergraduate/Graduate Students:

/ l-9 Form: Employment Eligibility Verification (NOTE: We must have g1jgitrll_forms of
identification to go along with this document i.e. social secuity card, license, passpoft, etc.).

/ Socra/ Security Card: YOU ARE NOT ALLOWED TO WORK OR RECEIVE A PAYCHECK
WITHOUT SUBMITTING YOUR SOCIAL SECURITY CARD. Please-reoeolerlc-ErincJsr
@hisisa!9paf3Igrequirementfromthel.9identification./ Form l-551 Permanent Resrdent Card (if applicable)

/ EEO Gender & Ethnicity Voluntary Self-Disclosure Form
r' EEO lndividuals with Disabilities & Veterans Voluntary Self-Disclosure Fom
/ Emergency Contact Form
/ Cefiification of Policy Receipt
/ Amorous Relationships Policy
/ Colorado Pregnancy Accommodation Posting
/ Speakup@Mines Acknowledgment
/ FERPA Confidential Data Agreement
/ Drug-Free Workplace Policy
/ Work-Related lnjuries or lllness Policy
/ Socra/ Security Form SSA-r945
/ W-4 Form: Employee's Withholding Allowance Ceftificate
r' Ebctronic Deposit Form & Voided Check (Colorado Fiscal Rules (Rule 9-2) requires that all

employees be on a Direct Deposit Payroll Program)
,/ Faculty Oath (Required of all Graduate Research/Teaching Asslslants)

Checks
Effective 07/01/2011 - Employment is contingent upon lre successful completion of a Backgtound Check for
all new hire Gnduate students, all new hire Undergraduate students employed by Athletics Camps, Ameica
Reads Tutors (FA), Bursa/s/Cashier's, Controller's/Payro Office, CSM Foundation Digger Dialers, HR,
Legal, Museum, Public Safeu, Residence Life, Registrar, operate a motor vehicle, or works with minors.

lnternatlonal Students Only (in addition to the forms above)
r' Wo < Authoization Letter from the Mines lntemational Office
r' L94: AnivauDepafture Record
r' L20 or DS-2019: Certificate of Eligibility for Nonimmignnt (F-1) Student Status - for Academic and

Language Students (l-20), Ceiificate of Eligibil$ for Exchange Visitor (J-1) Status (DS-20r9)
/ Visa

Summer Student Contracts Onlv
TIM Enrollment is required of all students working on the Mines campus duing the summer who are not
enrolled in summer courses. Mines does not participate in Social Secuity (FICA) withholding; but by federal
law must have a replacement program in place. TIM is the FICA replacement retirement fund deducted from
the pay in lieu of FICA taxes. Unlike with Social Security tax withholdings, students can apply for a refund of
these funds once they permanently end their employment at Mines. lf a wo*ing student is not enrolled in
summer courses, TIM enrollment will be set-up automatically by the Payroll Office. Students may review or
make changes lo their account by visiling www.TlM.oro.

Revised 09/12l2019



Employment Eligibitity Verifi cation

Department of Homeland Security
U.S. Citizenship and Immigration Services

USC$
Form I-9

OMB No. 1615{047
Expires 08/312019

>START HERE: Read lnst uctlons caretully before completing thls form. Tho instructions must ba availablo, either ln pap€r or eloctronically,

during cornpletion of thb tom. Employers arg liablg lot e,tors in the cornplo ,on of this torm.

ANTI-DISCRIMINATION NOTICE: lt is illegal to discriminate against work-authorized individuals. Employers CANNOT sp€cify which

document(s) an employee may present to establish employment authorization and identity. The refusal to hire or crntinue to employ

an individual because the documenlation presented has a future expiration date may also constitute illegal discrimination.

I am awar€ that federal lary providos for imprEonment andror fines for false statementa or u3e of false documenb in

connection with the completion of this form'

I atte3t, under penalty of periury, that I am (check one of the following boxes):

E 1. A cilizen ot the Uniled States

E 2. A noncitizen nalional ofthe United Slates (See inshrdio.rs)

! e. n tawfut permanenl residenl (Alien Registration Number/USCIS Numbeo:

f] 4. An alien authorized to work until (expiration date, il applicable, mm/dd/yyyy):

Some aliens may write "N/N in the expiration date field. (See ,hstructbrs)

Atiens authoiaed ta wo* must provide only one of the fo owing docunEnl numbe's to complete Fom l-9:

An Atien Registration Nunber/lJscls Numbet oR Fotn l-94 Admission Nwnber oR Forcilln Passpott NumbeL

OR Co(b - S6ctsr 1

oo Nol wne ln Tlrs spac6

l. Alien Registralion Number/USCIS Number:

OR

2. Fom l-94 Admission Number:

OR
3, Foreign Passport Number:

Country oI lssuance:

Section {. Employee lnformation and Att$tation (Employees mud complete and sign Section 1 of Form l-9 no later

than the fitst day of en plo@ent but not beforc a&apting a iob ofier.)

Last Narne (Fam,ily llame) First Name (Gir'e, Al€me/ Middle lnilial Other Lasl Names Used (lany)

Address (St/eet lvurrDer and Name) Apt. Number City or Town State ZIP Code

Oale ol Bitl (mm,/d<t/Ww) U.S. Social Security Number

mtmiIm
Employee's E-mail Address Employee's Telephone Number

! t or na use a ueoarer or transtaior. f] I preparerlsl anOlor t'ao!l8to(s) sssiEbd tE employee in cornpbting seclio.l l.

lletds betow must be m,ri,,letert am! signed when propara$ andlor transrators assr:st an endoyee in completing Socfor, ,-)

Signature ol Preparer or Translator

Address /St/eet Numbet and Nafie)

Form l-9 07/17ll ? N

EmplotEr Completes Nexl Page

Page I of3



Employment Eligibility Verifi cation

Department of Homeland Security
U.S. Citizenship and Immigration Services

USCIS
Form I-9

oMB No. 1615-0047
Exp'res 08/31/2019

ldentity and Employment Authorization Employment Autho.ization

Certification: I att€st, under penalty ot perjury, that (f ) I have examined the document(s) presented by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the besi of my knowledge the
employee is authorized to work in the United States.

The empfoyee's fir3t day of employmenl (mm/dd/yyw): (See instructions for exemptions)

C, lr the employee's prevkDs g.ant ol employment auttrorization tras e4ri
continuirE emplo,yrnent authorization in th€ space provided belovr.

Documenl Title Document Number Expnalio", Oale (il anyl (nn/dd,ywy)

I attest, under penalty of periury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) I have examined appear to b€ genuine and to relate to the individual.
Signature of Employer or Aulhorized Representatrve 

I 
Today's Date (nn/.*t/ywfl 

| Name of Emptoyer or Authorized Representative

Docurnent Title Docurnent Title Document Title

lssuing Authority lssuing Authority

Document Number Oocurner( Number

Expiration Date (,if any) (mnlCWW) Expiration Date E,.pialio,r Oale (if any) (nm/&/ywy)

Doc{ment Tille

Additional lnformation
Do Nor \.tft6 ln Thls space

lssuing Authority

Document Number

Expialion Dale (if any)(nnbc ywy)

Docurnenl Title

lssuing Authority

Document Number

Expiration Date (l any) (mn/dd/ywy)

Signature of Employer or Authorized Representative 1 cday's Oale ( mm/dd/ywy) Title of Employer or Authorized Representative

Human Resources Representative
Last Name of Employer or Authofi2ed Represenlative Firsl Name of Employer or Authorized Represenlatjve Employer's Business or Organization Name

Colorado School of Mines
Employeis Business or Organization Address (Street Number and Name)

1500 lllinois Street
Cily or Town

Golden
State

co
ZIP Code

80401

Form l-9 07/17117 N Page 2 of3



LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combinalion of one selection trom List B and one selection from List C.

Examples of many of these documents appear in Part 13 ofthe Handbook for Employers (M-274).

LIST A UST B LIST C

Oocuments that Establish Documsnts that Establish Documents that Establish
Both ldentity and ldentity Employment Authorization

Employment Authorization OR AND

l. U S. Passport or U.S. Passpod Card l. Drive/s license or lD card issued by a
State or outlying possession of the
United States provided it contains a
photograph or informatjon such as
name, date of birth, gender, height, eye
color. and address

l. A Social Security A@ount Number
card, unl€ss the c€rd includ€s one ol
the bllovir€ Estictions:
(1) NOT VALID FOR EMPLOYMENT

(2) VALIO FOR \ loRK ONLY WTH
INS AUTHORIZATION

(3) VALID FOR r ,l)RK ONLY WTH
OI-IS AUTHORIZATION

2. Permanent Resident Card or Alien
Registration Receipt Card (Form l-551)

3. Foreign passpon that contains a
temporary l-55'! stramp or tempoBry
l-551 printed notation on a machine-
readable immigrant visa

2. lD card issued by federal, state or local
govemment agencies or entitres,
provided it contains a photograph or
information such as name. date of birth,
gender, height, eye color, and address

a. Employment Authorization Document
that contains a photograph (Fom
r-766)

2. Certification of report of binh issued
by the oepartrnent of state (Forms
DS-1350, FS-545, FS-240)

3. School ID card with a photograph
5. For a nonimmigrant alien authorized

to work br a specific employer
because of his or her status:

a. Foreign passport and

b. Form l-94 or Form l-94A that has
the following:

(1) The same name as the passport;

and

(2) An €ndorsement of the alien's
nonimmilEnt status as lorE as
trlat p€riod of endorsement has
not yet expired and the
propos€d employmsnt is not in

coniict with any restrictions or
limitations identified on the form.

3. Original or certified copy of birth
certificate issued by a State,
county, municipal authority, or
tenitory of the United States
bearing an official seal

4. Vote/s registration card

5. U.S. Military card or drafr record

5. Military dependents lD card

7. U.S. Coast Guard Me.chant Mariner
Card

,1. Native American tflbaldocument

5. U.S. Citizen lD Card (Form I-197)

6. Native American tribaldocument 5. ldentification Card for Use of
Resident Citrzen in the United
Stiates (Fo.m l-'179)

9, Driv6/s license issu€d by a Canadian
go\€mment authority

For peEons under age 18 srto are
unable to pr$ent a document

listed abov6:

7. Employment authorization
document issued by the
Departrnent of Homeland Security

Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall lslands (RMl) with Form
l-94 or Form l-94A indicatrng
nonimmigrant admission under the
Co.npact of Free Association Between
the LJnited States and the FSM or RMI

10. School record or report card

ll. Clinic. doclor. or hospitalrecord

12. Day-care or nuGery school record

Form I-9 07/17117 N

Refer to the instructions for more information about acceptable receipE.

Page 3 of3



AFFIRMATIVE ACTION STATEMENT

Colorado School of Mines has a moral and legal obligation to foster equality of
employment opportunity at the institution and to ensure that no one is
discriminatively excluded from its programs or activities because of her/his race,
color, religion, sex, national origin, veteran's status, political affiliation, or
disability. All members of the College community are encouraged to comply with
the provisions of this Affirmative Action Plan as well as with all federal and state
laws prohibiting discrimination in employment and education.

With this thought in mind, all employment-related actions including recruitment,
hiring, training, promotion, salary and benefit plans, and terminations are to be
administered in a manner established to promote equal employment opportunity.
Employment-related decisions shall be made without regard to race, color,
religion, sex, national origin, veteran's status, political affiliation, or disability and
shall be based solely on valid, nondiscriminatory criteria and requirements.

Colorado School of Mines will take whatever steps are necessary to prevent

unlaMul discrimination in its educational, social, and recreational programs and
activities.

The Office of Human Resources is responsible for educating the College
community in implementing the Affirmative Action Program to monitor institutional
practices and procedures; to review and report on the College's implementation
of the Affirmative Action Program defined by this Plan; to recommend measures
necessary to ensure compliance with this Plan and federal and state laws; and to
mediate, hear, and recommend resolution of complaints of unlawful employment.

You are urged to familiarize yourselves with this Plan and with federal and state
laws prohibiting discrimination. All faculty, staff, and students have a
responsibility to assure equal employment and educational opportunity for
current and future members of the Colorado School of Mines community.



COLORADO SCHOOL OF MINES

Emeroencv Contact lnfomation

Today's Date:

Employee name:

Employee home phone number: cell-
FirsuLast name for contact in case ofemergency:

Contact person's sfeet address:

City, State, zip

Contact person's phone number: home: work:

Relationship to employee:

Names and telephone numbers of persons to contact if primary contact is unavailable:

Revision date 06.06 2017



Colorado School of Mines
Equal Employment Opportunity (EEO) Gender & Ethnicity
Self Disclosure Form

Colorado School of Mines is an equal employment opportunity employer. ln order to comply
with EEOC, OFCCP and Affirmative Action regulations, the School is requlred to compile
summary data on the gender and ethnicity of its applicants and incumbent employees.

The information solicited is collected for the sole purpose of providing data to be used for
statistical analysis by the ffice of Human Resources, maintained in separale files and is not
used in the determination of your eligibility for promotion, transfer or tenure. lf an employee
declines to idenliry his or her rac€/ethnicity, Human Resources may use observer identification
or personnel records.

Racial Origin
Please select one or more racial categories:

E White - A person having origins in any of the original peoples of Europe, the Middle
East, or North Africa.

! Asian - A person having origins in any of the original peoples of the Far East,

Southeast Asia, or the lndian Subcontinent, including, for example, Cambodia, China,

lndia, Japan, Korea, Malaysia, Pakistan, the Philippine lslands, Thailand, and Metnam'

! Anck or African American - A person having origins in any of the black racial

groups of Africa.

! American lndian or Alaska Native - A person having origins in any of the original
peoples of North and South America (including Central America), and who maintain
tribal affiliation or community attachment.

n Native Hawaiian or Other Pacific lslander - A person having origins in any of the
peoples of Hawaii, Guam, Samoa, or other Pacific lslands.

Today's Date:

CWID:

Department:

Name:
(Or last 4-digits of SSN)

Gender: E Female EMale

Ethnic Origin:
! Not Hispanic or Latino (Spanish Origin)

! Hispanic or Latino (Spanish Origin) - A person of Cuban,
South or Central American, or other Spanish culture or origin,

Mexican, Puerto Rican,
of race.



Colorado School of Mines
lndividuals with Disabilities and Covered Veterans
Self-Disclosure Form

Colorado School ot Mines is subject to seclion 503 ot the Rehabilitation Ac{ of '1973 and the Vietnam Era Veteran's
Assistance Act of '1974, as arnended, which requires govemment contractors to take affirmative aclion to employ and
advance in employment qualified individuals with disabilities, disabled veterans, special disabled veterans, Vietnam
veterans and all other eligible veterans.

lf you have a disability or are a veteran as defined below and would like to be considered under the affirmative aclion
program, please tell us. You may inicrm us of your desire to benefit under the program at this time and/or at any time
in the future. Submission of ihis information is voluntary and refusal to provide it will noi subject you to any adverse
treatment. lnformation you submit about your disability will be kept confideniial, except that (i) supervisors and

managers may be informed regarding restrictions on the work or duties of individuals with disabilities, and regarding
necessary accommodations; (ii)first aid and safety personnel may be informed, when and to the extent appropriate, if
the condition might require emergency treatmenti and (iii) govemment officials engaged in enforcing lau/s

administered by OFCCP or the Americans wilh Disabilities Ac{ may be informed. The information provided would be
used only in ways that are consistent with Seclion 503 of the Rehabilitation Act and the Vietnam Era Veteran's

Act of 1974. as amended.

(Or last 44igits of SSN)

lndiYiduals with a Disability
An individual with a disability is defined as any person who: a) has a physical or mental impairment which

substantially limits one or more of such person's major lifu aclivities; b) has a record of such an impairment; or c) is
regarded as having such an impairment. (41 CFR 60-741.42)

Do you consider yourself an individual with a disability? fl ves E ruo
i y;u need to rcqueit Easonabte ac@mrndation(s) ot *ryice(s) hat would aid you in pedoming the es*ntial fundions of yout

cunent position, please contd the OffiaE of Human Resou/ces.

Veteran Status (Please mark onry one of the appropriate boxes):
DD 214, Cerdlicaie of Discharge oi Sepantion from Active Duty, or other official documents issued by the
branch of se ice arc equind as verification of eligibitity for Veterans prefercnce, Please provide a copy of
the DD 2l,l or othet official documenB to the Office of Human Resources.

E Vietnam Era VeGran - Are you a pe6on who served on a.rive duty for a period of more than 180 days any pad of which

occured between 8t5t61 aM sfin, or active duty ocdrned in the Republic of Vletnam between 2El61 and 5rr5 and was

discharged or released there from with other than a dishonorable disdtarge or a seMce connecled disability?

E O,ther Protected Veteran - nre you a person who serued on active duty in the U.S. military, ground, naval, or air seMce

-uring a war or in a campaign or expedition for which a campaign badge has been authorized, other than special disabled veterans

or neierans of the Melnam era? A vetehn qualifes under lhis cJitedon ONLY based upon military seNice IN the identifed

campaign or e4edition aM NoT simply based on any military seMce during the lime oI the campaign or erpeditjon.

! ewly Separated Veteran - ,lre you a Veteran recenlly separated ftom seruice in the last 3 years?

Date of Separation:

E Special Disabled Veteran - Are you a Veteran entitled to disability compensauon under laws administered by lhe

V]eterani adminbtration for disability rated at 30% or mone, or rated at 10% or 20% in the case of a veteran who has been

determined to hale a serious emploimenl disability, or a person vrhose discharge or release from adive dW was for a disability

incured or aggravaled in the line oI dutlP

E Disabled Vetetan - Are you (1) a Veteran ofthe U.S. military, ground, navalor air seMce who is entitled lo compensation

6;who but for the receipt of milibry required pay would be entiiled to compensaljon) under laws administered by lhe Secretary of

Viteran effatrs, or (Z) a ierson who was disctrirg'ed or released ftom aclilre duty because of a seMce-conne.red disability?

E lrmed Forces Selvice Medal Veter?n -Areyou(1) a Veteran oI the u.S. military. ground, naval, or air service rvho

i;-enti[ed to compensation (or who h.rt for the receipl of military required pay would be entitled to compensation) under laws

iori"iit".* ty flie Secretary ol Veteran Afairs, or (i) a person vrho was discharged or released Irom aciive duty because of a

service-connecled disability?

E I do not wish to provide this information to Colorado School of Mines.



Colorado School of Mines Student Certification of Policy
and Notice Receipt

Policy Names:

Work-Related lllness and lnjury
Drug Free Workplace Policy
Alcohol and Other Drugs Education and Prevention Policy
Amorous Relationships Policy (issued 07 I 1512016)
Procedures for the Amorous Relationships Policy (adopted 0711512016)
Colorado Pregnancy Accommodation Posting (effective 08/1 0/201 6)
FERPA Confidential Student Data Agreement
Policy Prohibiting Sexual Harassment, Sexual Violence, and lnterpersonal

Violence (revised 0210812019)
Health lnsurance Marketplace Notice

I hereby certify that I have been provided information on the above policies or
that I have received the above policies on the date shown below. I acknowledge
that it is my responsibility to read and follow these policies. I understand the
rights and responsibilities in each policy and agree to abide by the procedures
set forth in the aforementioned policies, as they may be revised from time to
time.

CWID
Please Print Name

Dept.
Signature

Date

Rev 0l/07/2019



ffi Amorous Relationships Policy

Amended by the Colorado
School of Mines Board of
Trustees July 15, 2016

Policy Contact:
Title lx & Equity Compliance Office
krcurran @mines.edu

1.0 BACKGROUNDANDPURPOSE

This policy is promulgated by the Board of Trustees of the Colorado School of Mines ("Mines" or
'the University"), pursuant to the authority confened upon it by C.R.S. 52341- 104(1). Through
this policy, Mines outlines its expeclations regarding amorous relationships between Mines'
community members. This policy shall govem if any of its provisions conflict with other Mines
policies.

2.0 POLICY

For the protection of all ilines community membes, amorous relationships with inherent
conflicts of interest and significant power differentials are prohibited unless and until the
conflict of interest is disclosed AND removed'

Even if both parties to the amorous relationship appear to have @nsented, if the parties are in

unequal positions relative to one another, this may result in significant power differentials. The

existence of a power differential may restrict the less powerful individual's choice to participate

freely and willingly in the relationship due to ac,tual or perceived coercion and/or retaliation.
Mines considers there to be three categories of amorous relationships: a) those not subjeci to
the restrictions below; b) those that are permitted with appropriate disclosure and conflic't of
interest monitoring; and c) those that are prohibiled. The latter two are discussed below.

2,1 AT{OROUS RELATIONSHIPS REQUIRING DISCLOSURE AND CONFLICT OF

INTEREST MONITORING

lf an amorous relationship between Mines community members does not have a current conflict

of interest or power differential, but could reasonably result in either at some point in the future,

then disclosuie to and monitoring by the appropriate supervisor are required. Examples of

amorous relationships that must be disclosed include, but are not limited to:

. Employees who have an amorous relationship with another person over whom they

navL iriOirect superyisory responsibilities (e.g., influence over assignments, oversight of

hours worked or schedules, input regarding performance, etc.)

. An lnstruc{or who engages in an amorous relationship with a student for whom the
lnstructor has no cunent professional responsibility, but where there is a reasonable

expectation that the lnstruclor may have professional responsibility for the student at

some point in the future.

2,2 PROHIBITEDAUOROUSRELATIONSHIPS

The following amorous relationships are prohibited under all circumstances:

Page 1of 3



ffi
Amorous Relationships Policy

Amended by the Colorado
School of Mines Board of
Trustees July 15,2015

Policy Contact:
Title lX & Equity Compliance Office
krcurran@mines.edu

. No person in a Position of Trust, as defined below, shall engage in an amorous
relationship with a student.

. No lnstructor shall engage in an amorous relationship with a student who is enrolled in a
course being taught by the lnstructor, whose academic performance is supeMsed by the
lnstructor, or who volunteers for or performs work of any kind for the lnstructor.

. No Supervisor shall engage in an amorous relationship with a person over whom they
have direct supervisory responsibilities.

. No Manes employee shall engage in an amorous relationship with another Mines student
or employee over whom they have evaluatave responsibilities, such as in the context of a
thesis or a promotion^enure committee.

Any such relationship will be presumed to be non-consensual by Mines. Any employee who is
aware of such a relationship is a mandatory reporter and must report the existence of a
prohibited relationship to the Title lX and Equity Compliance office.

3.0 VIOLATIONS AND SANCTIONS FOR VIOLATIONS

. Engaging in an amorous relationship that is prohibited by this policy constitutes a
violation that may result in sanctions up to and including removal of the employee's
supervisory, instruclional or evaluative responsibilities and/or termination.

. Failing to disclose an amorous relationship as required by this policy constitutes a
violation that may result in sanc{ions up to and including removal of the employee's
supervisory, instructional or evaluative responsibalities, and/or termination.

. ln cases where a student employee has engaged in an amorous relationship that may
have violated this policy, the matter will be refened to the Dean of Students for
adjudication.

4,0 RETALIATION PROHIBITION AND SANCTIONS FOR RETALIATION

Mines' employees may nol retaliate against an individual for making a report under this poliry or
participating in an investigation regarding allegations that fall within the policy. Any employee
who engages in retaliation may be subject to disciplinary action up to and including termination
and/or expulsion. Reports of retaliation will be reviewed and investigated in the same manner in
which other allegations of misconduct are handled.

Page 2 of 3



ffi
Amorous Relationships Policy

Amended by the Colorado
School of Mines Board of
Trustees July 15,2015

Policy Contact:
Title lX & Equity Compliance Office
krcu rran @mines.edu

5.0 IMPLEMENTATION

Mines' Board of Trustees directs the President or President's delegates to develop, administer,
and maintain the appropriate administrative policies, procedures, and guidelines to implement
this policy.

6.0 DEFINITIONS

Amorous relationship: a romantic, dating, or sexual relationshlp. This definition excludes
marital or civil union relationships.

Employee: Any person employed or appointed by Mines, including but not limited to, academic
faculty, administrative faculty, state classified stafi, graduate assistants, student hourly
employees, non-student hourly employees, non-paid staff, authorized volunteers, non-
remunerative appointees, and student work-study employees.

lnstructor Any person who performs any teaching, instruction, or coaching duties at Mines,
including academic faculty members, instructional staff, athletic coaches, non-remunerative
appointees and graduate students with teaching or tutorial responsibilities.

Person in a Posiuon of Trust: Any person employed in a position that could or would

compromise the employee's ability to perform his or her duties appropriately if they engaged in

an amorous relationship with a Student. Persons in Positions of Trust at Mines include, but are

not limited to, employees of the Admissions ffice, Registra/s office, Student Life Division

including the Residence Life Ofiice, Center for Academic Services and Advising (CASA), and

Public Safety Department.

student: Any person who is applying to the university or who is curently enrolled at Mines,

regardless of age or status.

supervisor: Any person employed at Mines who occupies a position of authority over another
employee w1h ri:!ard to hiring, administering discipline, conducting evaluations, granting salary

adjustments, or overseeing or assigning work.

7.0 REVIEW CYCLE AND HISTORY

The policy will be reviewed at least every two years by the Title lX and Equity Officer.
Promulgated by the CSM Board of Trustees on February 14''1992.
Amended by the CSM Board of Trustees on June 18, '1992.

Amended and Administratively Adopted March 2012.
Amended by the csM Board of Trustees on July 15, 2016.(formerly known as the "Personal

Relationships Poliry')

Page 3 of 3



Procedures for the
Amorous Relationships
Policy

Responsible Administrative
Unit:
Administration & Operations

Procedures Adopted:
July 15, 2016

Policy Contact:
Title lX & Equity Compliance Office
krcurran@mines.edu

,I,O BACKGROUND, PURPOSE AND JURISDICTION

On July 15, 2016, the Board of Trustees ofthe Colorado School of Mines ('Mines") adopted the
Amorous Relationshios Policv (Ihe Policy'). The Policy prohibits certain amorous relationships
involving one or more Mines Employees due to inherent conflicts of interest. The Policy also
mandates disclosure of amorous relationships between one or more Employees that could
reasonably result in a conflict of interest. This procedure implements the Policy and provides for
the following:

. a disclosure process through which Mines Employees can identiry amorous
relationships;

. institutional responses to rectify cunent or future conflicts of interest arising from
amorous relationships; and

. a process for prompt, fair, and impartial investigation and resolution of complaints
arising under the Policy.

2.0 DISCLOSURE PROCESS

2.1 Vvhen an amorous relationship must be disclosed, it is the responsibility of the person in

the higher power position to initiate the disclosure.

2.2 The relationship must be reported immediately to the appropriate dean, department
head, or supervisor so that suitable anangements can be made to avoid cunent and
future conflicts of interest.

2.3 The disclosure musl be in writing and contain the following information:

. Name and status of the parties to the relationship;

. ldentification of any potential or existing conflicts of interest;

. Date the relationship began; and

. Date the disclosure was required under this policy.

2.4 The supervisor who receives the disclosure will maintain the confidentialaty of the
relationship to the extent praclicable. Disclosure ofthe relationship to a third party by the
supervisor may be necessary in order for the supeMsor to receive advice from the
Human Resources or other campus departments, to explain a change in assignments,
etc.

2.5 The supervisor will provide a copy of the disclosure document to the Title lx and Equity
Compliance office to avoid any confusion in the event that office receives a complaint
about the amorous relationshiP.
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Procedures for the
Amorous Relationships
Policy

Responsible Administrative
Unit:
Administration & Operations

Procedures Adopted:
July 15, 2016

Policy Contact:
Title lX & Equity Compliance Office
krcurran@mines.ed u

3.0 CONFLICT OF INTEREST RESOLUTION AND/OR MITIGATION

3.1 Disclosure of an amorous relationship may resutt in the removal of the supervisory,
evaluative, or instruc{ional responsibilities from the p€rson in the higher position as
deemed necessary by the supervisor.

3.2 Even if the conflict of interest can be resolved, the person in the higher position shall be
held accountable for any unprofessional behavior resuiting from the amorous
relationship.

4.0 COMPLAINT

4.1 Complaints regarding amorous relationships or suspected amorous relationships will be
refened to the Title lX and Equity Compliance office.

4.2 All complaints will be resolved through the Procedures for Resolving Complaints of
Gender-Based Discrimination, Sexual Harassment, and Sexual Molence Against
Employees or Third Parties, which are found in the Mines' Policv Librarv.

4.3 ln cases where a complaint is received about a student employee engaging in an
amorous relationship that may have violated the Student Code of Conduct, the matter
will be refened to the Dean of Students for adjudication.

5.0 SANCTTONS

5.1 Failure to disclose an amorous relationship referenced in the Policy may result in
disciplinary ac{ion up to and including removal of the Employee's supervisory,
instructional or evaluative responsibilities and/or terminations of employment.

5.2 Misrepresentation of the circumstances of the amorous relationship by the disclosing
party may result in disciplinary action up to and including removal of the Employee's
supervisory, instruc'tional or evaluative responsibilities and/or terminations of
employment.

6.0 REVIEW CYCLE AND HISTORY

These procedures shall be reviewed concunently with the Amorous Relationships Policy.
Procedures Administratively Adopted July 15, 2016.
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Title lX and Equity Compliance
1500 lllinois Street Golden. CO 80401

303.384.2558

NOTICE REGARDING RIGTITS OF PREGNANT APPTICANTS AND EMPLOYEES

Employees and applicants for employment in the State of Colorado may not be discriminated

against or subjected to unfair employment practices because of pregnancy, health conditions

related to pregnancy, or recovery from childbirth. Employees and applicants may request

reasonable accommodations to perform the essential functions ofthe job for health conditions

related to pregnancy or the physical recovery from childbirth

. lf an applicant or an employee requests accommodation related to pregnancy, physical

recovery from childbirth, or a related condition, Mines shall engage in a timely, good-faith,

and interactive process with the employee or applicant to determine effective, reasonable

accommodations.

. Requested accommodations will be granted unless the accommodation would impose an

undue hardship on Mines' business operations.

. An applicant for employment may request reasonable accommodations to perform the

essential functions of the job for health conditions related to pregnanry or the physical

recovery from childbirth unless the accommodation would impose an undue hardship on

the employer's business;

. Mines will not take adverse action against an employee who requests or uses a reasonable

accommodation related to pregnancy, physical recovery from childbirth, or a related

condition;
. Mines will not deny employment opportunities to an applicant or employee based on the

need to make a reasonable accommodation related to the applicant's or employee's

pregnancy, physical recovery from childbirth, or a related condition;

. Mines will not require an applicant or employee affected by pregnancy, physical recovery

from childbirth, or a related condition to accept an accommodation that the applicant or

employee has not requested.

o Mines will not require an applicant or employee affected by pregnancy, physical recovery

from childbirth, or a related condition to accept an accommodation that is unnecessary for

the applicant or employee to perform the essential functions of the job'

. Mines will not require an employee to take leave if the employer can provide another

reasonable accommodation for the employee's pregnancy, physical recovery from

childbirth, or related condition.

Mines may require an employee or applicant to provide a note stating the necessity of a reasonable

accommodation from a licensed health care provider before providing an accommodation.



COLORADOSC H C() LOFMINES
EARTH . ENERGY. ENVIRONMENT

Campus Colleagues,

Creating an ethical and safe workplace is ofthe utmost importance to Mines leadership. Mines expects

its faculty, staff, graduate teaching and research assistants, undergrad student employees, and

volunteers to perform the duties oftheir positions ethically and with integrity. Section 6ofthe Faculty

Handbook, Section 4 of the State Employee Handboolg and the Student Code of Conduct provide more

detailed explanations of these expectations.

We all share the responsibility of creating a highly ethical, positive campus environment. This includes

the responsibility to SpedkUP when you see or experience misconduct of any kind. Mines provides

various mechanisms to assist and encourage individuals to come forward with reports or concerns about

suspected misconduct and compliance issues. While partnering with your supervisor or department

head to address concerns is best, we understand that there may be times when you feel uncomfortable
pursuing such interactions.

Mines has a third-party reporting system called 5pgeLU!le!I!C!. This system allows you to use an

outside party to advise Mines of misconduct or areas of concern. Your concerns can be anonymous if
you so choose when making a report. The SpeakUP(aMines weboage contains reporting and contact

information.

The Whistleblower Policv provides protection to report without fear of reprisal or retaliation.

Whistleblower reports made to a supervisor or department head are to be forwarded immediately to

the Director of lnternal Audit upon receipt by the supervisor or other personnel.

The rcporting tool is not designed or intended for day-to-day disogreements or dilferences of perspedive

(these issues should be oddressed with your superuisor, depdrtment heod, ot leodership teom member).

The rcporting tool is NOT lor emergencies-coll 9-7-7 to obtoin immediate ossistonce lrcm Compus

Police.

l, the undersigned Colorado School of Mines employee, acknowledge receiving the above information. I

understand I am supposed to perform my job duties ethically and with integrity. My signature below

indicates my acknowledgement of this responsibility.

Employee Name (please print legibly) CWID

Employee Signature

Employing Oepartment

Date

Rev 02.27.2OL7



A colonaoo: Regist.a/s Offce
3092793200

FERPA
Family Educational Rights and Privacy Act of 1974

Confidential Student Data Agreement for All Mines Employees

FERPA, also known as the Buckley Amendment, helps protect the privacy of student records. The Acl provides for:
. ihe right to inspect and review education records
. the righl to seek to amend those records
. the right to consent the disclosure of information from the records
. the right to obtain a copy of the school's Student Records policy

The act applies to all institutlons that receive federal funding. Students who are cunenty enrolled in higher education
institutions or formerly enrolled, regardless of age or status with regard to parental dependency, are protecled.
Deceased students are protected under FERPA as long as they were formerly enrolled. Students who have apPlied
but did not attend an instilution are ,rot protec'c,al.

The following is a list of those who are entitled to student information:
1. The student and any outside party who has the student's written consent.
2. School offlcials who have'legitimate educational inlerest'as delined in FERPA.
3. Parents of a dependent student as defined by the lnternal Revenue Code. Mines assumes all students are

independent, and thus requires the front page of the parents' current Federal tax return to prove that the
student is dependent before giving out academic information. This can only be handled at the Registra/s
Office and is only suggested as a last resort when a student is in a serious situation

4- State or federal agencies for the purpose of obtaining Financial Aid.
5. Accreditation agencies during their on-campus review.
6. A judicial order or subpoena which allouE the institution to release records without the student's consent,

hor#ever, a "reasonable efforf must be made to notify the student before complying with the order.

DirBctory lnformaton
The Colorado School of Mines will release the following Directory Information on any student (bui not in aggregate

lists), unless the student signs a request to limit its release. This 'stop of release' will remain in effect until the

Registra/s Office is notified by the student. Notification to remove the stop of rele€se must be made in person or
wriing by the siudent, and notarized. The fouowing data items are classifed as Mines Oirectory lnformailon.

Name
Cunent and permanent addresses and phone numbers
University Email Address
Student Photo
Date of birth
Maior field of study
Dates of attendance
Full or part time status
Degrees awarded and dates
Last school attended
Participation in ofiicially recognized activities and sports
Class (FR, SO, JR, SR, GR)
Academic honors

Parental Accoss to a Student's Educational Record
When a student reaches the age of 18 or begins aftending a post-secondary institution, regardless of age, FERPA

rights transfer from the parent Io the student. Parents must obtain a signed consent ftom their child.to receive non-

directory information. dchedules, attendance, class performance, and grades are among the non-direclory protected

informaiion and may not be released to parents without student release or proof of IRS requirements.

The Registrais Office keeps the consent form on fle when it is completed in person in the Regislrafs Office. Should a

parent 6ntact a Mines faiulty/staff member regarding their child, records must first be checked for this release

authorization prior to the release of any non-direc{ory information

ln the case that the parent wants access to non-directory information, the student is not available to sign the release,

and the student is a dependent of the parent according tb the IRS code, the parent needs to Provide a copy of the first

Revised 1112016
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pageofthe 1040 lRStaxformsfiled for the most cunent year with the dependency information included. lncome
amounts may be blacked out for privacy. This copy must be notarized and provided to the Registrar's Office. This
form must be provided for each year during the student's enrollment in order for the parent to continue receiving full
non-directory information conceming their student.

Posting of Grades and Release o, lnformation by Faculty
. GMDES - The public posting of grades using the student's name, social security number, student lD number,

or any portion thereof, without the student's written permission is a violation of FERPA, This includes the
posting of grades electronically for students taking distance education or Blackboard courses that can be
viewed by anyone other than the student and professor of the class.

. Faculty members who post grades should use a system that ensures that FERPA requirements are met. This
can be accomplished either by obtaining the student's writlen permission or by using code words or randomly
assigned numbers that only the professor and individual student should know.

. Papers with student names and grades on them may not be left in public areas for students to pick up,
whether in a classroom setting or in a hallway oulside of faculty offices.

. lf it is necessary for a faculty member to use a student record as an example in a public University meeting, all
identifying information (including name, address, student lD, etc.) must be remoyed from the documentation
before disseminalion.

. Notification ofgrades via postcard violates a student's privacy rights.

. Notification of grades via e-mail or fax is not recommended. There is minimal guarantee of confidentiality.

. Normal course grades (papers & tests) can be posted and viewed by students in the Blackboard system.
Midterm and final grades may be viewed on the student web system.

o RECOMMENDATIONS - lf a student requests a recommendation for a prospective employer, scholarship or
other reason, you must get a signed release from that student listing exactly what you may share (gpa,
attendance, course performance, grades, etc.). The release must also include the name ofthe company or
individual to receive the information. This is permission to release the data only once to the stated third party.

Media Relations
lf you are contacted by a member of the print or visual media, refer the requestor to Public Relations. Do not ans\fler
any questions about any student, especially if the student has chosen to not release his/her directory
information. The appropriate statement for a student who has chosen to not release directory information is:

"l don't have any infomation about that pe6oa."

Even the word 'student' in this context could imply thal the person is a Mines student, please use the word person.

WHEN IN DOUBT, DON'T GIVE IT OUT!

For specific questions regarding FERPA requirements contact the Registrads Office or University Legal Counsel.

AS A MINES EMPLOYEE, I UNDERSTAND THAT I MAY NOT PROVIDE STUDENT ACADEMIC (NON.
OIRECTORY) INFORMATION TO ANY THIRD PARTY WITHOUT THE PROPER AUTHORIZATION. IALSO
UNDERSTAND THAT IF THE STUDENT HAS MADE HIS/HER RECORO CONFIDENTIAL, I MAY NOT
ACKNOWLEDGE THAT THE PERSON IS A STUDENT AT MINES AND I MAY NOT GIVE OUT OIRECTORY
INFORMATION. I MUST RESPOND BY SAYING 'I HAVE NO INFORMATTON ABOUT THAT PERSON." IF
INFORMATION IS RELEASEO WITHOUT AUTHORIZATION, ACTION MAY BE TAKEN THROUGH MY
SUPERVISOR AND HUMAN RESOURCES.

I HAVE READ ANO UNOERSTAND THE INFORMATION CONTAINED HEREIN:

Printed Name: Signature:

Department:

Registrals Ofice
30?-273-3200

CWID:

Date:

Revised 1112016



PROCEDURES
WORK.RELATED INJURIES OR ILLNESS

'1. lf you are injured on the job or experiencing work related illness, you must
notifo your supervisor immediately. lf it is determined that you have a life or limb
threatening injury or illness, you should call 9'l'1 and/or go to the nearest
emergency facility. The nearest emergency facilities to the Colorado School of
Mines are:

St Anthony's Hospital SCL Health Lutheran Hospital
11600 W. 2nd Place 8300 W. 38s Avenue
Lakewood, CO 80228 Vvheat Ridge, CO 80033
(720)321-0000 (303) 4254500

lf you do not have a life threatening injury you will have a choice of care at either:

1.1. SLC Health Systems (formerly Exempla) Occupational Medicine and
Rehabilitation Facilities, or
1 .2 Concentra Medical Centers
'1.3 Front Range Occupational Medicine
1 .4 Rocky Mountain Medical Group Occupational Medicine

Both SLC Health Systems Occupational Health, Concentra Medical Centers, and
Rocky Mountain Medical Group have multiple locations and treat patients on a
walk-in basis. The closest locations to Colorado School of Mines are:

Concentra Medical Center Front Range Occupational Medicine
1 1 I 85 W. 6th Avenue 770 Simms St, Suite 100
Lakewood, CO 80215 Golden, CO 80401
(303) 239-6060 (303) 635-6337

SCL Health Systems Rocky Mountain Medical Group
9830 W. l-70 Frontage Rd S. 605 Parfet St, Ste. 105
Wheat Ridge, CO 80033 Lakewood, CO 80228
(303) 4674100 (303) 986-9610 (Urgent Care Only)

SCL Health Systems Occupational Health
12790-A W. Alameda Parkrivay
Lakewood, CO 80228 (303) 403-6350

Care from a non-designated provider will not be covered by workers'
compensation and is not covered under Mines or State of Colorado insurance
plans. You also will be ineligible for any work related leave benefits as outlined
under State of Colorado Personnel Rules or the Mines Faculty Handbook.

Updated February 2019



2. ln non-emergency situations prior to going to a provider you, or your
supervisor, must notify the Human Resources Office at (303) 273-3052 as soon
as possible but no later than four days after the date of injury or illness. We will
request that you come to the Human Resources Office (1600 Jackson St, Ste
370.) where you will be asked to complete a 1st Report of Injury form and will be
provided with treatment authorizations for both SLC Health Systems Occupational
Health, Concentra Medical Centers, and Rocky Mountain Medical Group. lf you
are unable to file the 1st Report of lnjury, your supervisor may do it on your behalf.
We ask that you complete your'1st Report of lnjury no later than the 'lstbusiness

day following your treatment.

3. ln the case of a life threatening emergency, please seek treatment
immediately! You should contact the Human Resources Office as soon as
possible after treatment, but no later than four days after the date of the
injury/illness to complete necessary paperwork. Failure to do so may result in the
denial of your claim. Follow-up care must be received from an SCL Occupational
Health clinic, Concentra Medical Center, or Rocky Mountain Medical Group as
noted above.

4. All information regarding processing work-related injuries and illnesses during
your employment with Mines is on file with our medical providers. All charges are
billed directly to Broadspire, the State of Colorado's workers' compensation
administrator.

5. (Applies to Classified Employees ONLYI lf unable to return to work,
employees will be charged sick leave for the first 24 hours. lf time off exceeds 24
hours, injury leave will be charged for the remaining time off. Classified Staff are
entitled to 90 occurrences of lnjury Leave and 'Make-Vvhole" as outlined in the
State Personnel Rules.

Academic, Adminiskative, Athletic, Library, and Research Faculty should consult
with Human Resources for leave reporting beyond the first 24 hours off due to
work-related injury or illness. lnjury leave may last up to 60 days.

Student Employees: Student Employees should consult with the Human
Resources Office regarding benefits.

6. Employees who do not follow the above procedures may be held personally
responsible for any financial obligations incurred; your claim will be filed as a
questionable claim and may be denied.

Updated February 2019
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EMPLOYEE ACKNOWLEDGEMENT FOR,NI

Drug-Free Workplace Policy Statement
Alcohol and Other Drugs Education and Prevention Policy

I, the undersigned Colorado School of Mines employee, have read the CSM Drug-Free
Workplace Policy Statement (revision March 12, 2013) / Alcohol and Other Drugs
Education and Prevention Policy (revision March 12, 2013); and,

L I understand the policies and my obligations thereunder; and

2. I agree to abide by the terms of the policy statement; and

3. I agree to notifu my supervisor ifI am convicted of violating a criminal drug statute

in the workplace no later than five (5) days after the date ofsuch conviction.

EMPLOYEE SIGNATURE

DEPARTMENT

DATE



Social Security Administration

Statement Concerning Your Employment in a Job
Not Covered by Social Security

Employee Name

Employer Name

Employee lD#

Colorado School of Mines Employer lI)# 84-6000s51

Your earnings from this job are not covered under Social Security. When you retire, or if you become disabled,
you may receive a pension based on eamings from this job. lf you do, and you are also entitled to a benefrt
from Social Security based on either your own work or the work of your husband or wife, or former husband or
wife, your pension may affect the amount ofthe Social Security benefit you receive. Your Medicare benefiis,
however, will not be afiected. Under the Social Security law, there are two ways your Social Security benefit
amount may be affected.

Windfall Elimination Provision
Under the Windfall Elimination Provision, your Social Security retirement or disability benefit is figured using a
modified formula when you are also entitled to a pension from a job where you did not pay Social Security tax.
As a result, you will receive a lower Social Security benefit than if you were not entitled to a pension from lhis
job. For example, if you are age 62 in 2013, the maximum monthly reduction in your Social Security benefit as
a result ofthis provislon is $395.50. This amount is updated annually. This provision reduces, but does not
totally eliminate, your Social Security benefit. For additional information, please refer to Social Security
Publication,'Windfall Elimination Provision."

Government Pension Offset Provision
Under the Government Pension Offset Provision, any Social Security spouse or widow(er) benefit to which you
become entitled will be offset if you also receive a Federal, State or local govemment pension based on work
where you did not pay Social Security tax. The offset reduces the amount of your Social Security spouse or
widow(er) benefit by two-thirds of the amount of your pension.

For example, if you get a monthly pension of $600 based on earnings that are not covered under Social
Security, two-thirds of that amount, $400, is used to offset your Social Security spouse or widow(er) beneftt. lf
you are eligible for a $500 widow(er) benefrt, you will receive $100 per month from Social Security ($500 -

$aOO=$100). Even if your pension is high enough to totally offset your spouse or widow(er) Social Security
benefit, you are still eligible for Medicare at age 65. For additional information, please refer to Social Security
Publication,'Govemment Pension Offset."

For More lnformation
Social Security publications and additional information, including information about exceptions to each
provision, are available at www.socialsecuritv.oov. You may also call toll free 1-80G77?-1213, orforthe deaf
or hard of hearing call the TTY number 1-80G325-0778, or contact your local Social Security office.

I certify that I have received Form SSA-1945 that contains information about the possible effects of the
Wind6ll Elimination Provision and the Government Pension Offset Provision on my potential future
Social Security Benefits.

Signature of Employee

ssA-l945 (01-201
Destroy Prior Editions



lnformation about Social Security Form SSA-1945 Statement Concerning Your
Employment in a Job Not Covered by Social Security

New legislation [Sec{ion 419(c) of Public Law 108-203, the Social Security Protection Act of 2004] requires
State and local govemment employers to provide a statement to employees hired January 1, 2005 or later in a
job not covered under Social Security. The statement explains how a pension from thatjob could affec{ future
Social Security benefits to which they may become entitled.

Form SSA-1945, Statement Concerning Your Employment in a Job Not Covered by Social Security, is
the document that employers should use to meet the requirements ofthe law. The SSA-1945 explains the
potential effects of two provisions in the Social Security law for workers who also receive a pension based on
their work in a job not covered by Social Security. The Vvindfall Elimination Provision can afiect the amount of a
worke/s Social Security retirement or disability benefit. The Government Pension Offsel Provision can affect a
Socaal Security benefit received as a spouse, surviving spouse, or an ex-spouse.

Employers must:

o Give the statement to the employee prior to the start of employmenl;

6 Get the employee's signature on the form; and

o Submit a mpy of the signed form to the pension paying agency.

Social Security will not be setting any additional guidelines for the use of this form.

Copies of the SSA-1945 are available online at the Social Security website,
www.socialsecuritv.qov/online/ssa-1945.0df. Paper copies can be requested by email at
ofsm.oswm.rqct.orders@ssa.gov or by fax at 410-965-2037. The request must include the name, complete
address and telephone number of the employer. Forms will not be sent to a post office box. Also, if
appropriate, include the name of the person to whom the forms are to be delivered. The forms are available
in packages of 25. Please refer lo lnventory Control Number (lCN) 276950 when ordering.

Form SSA-1945 (01-2013)



Efrective May l, 2000, the State of Colorado Fiscal Rules @ule 9-2) IeoulIg that all employees be on the Direct Deposit
Payroll Program.

Please note: It is important that you fill out as much information as possible to prevent delays with yov pay. Please
complae and return this,form alone with one (1) voided check or a cop! ofa Direct Deposit Authorization Formfrom vour
bank to the PAYROLL DEPT.

****Please notify Payroll Services immediately, should you close or make any changes to your account(s). Direct
deposit(s) processed against a closed account can delay your pay up to 5 business days. *"**

n Enroll in Direct Depositt !n"pu"" coo"nt Account. llmaitional crrecking/Savings.
*Voided check or Bank Authoizationform REQUIRED

ft*"r" 
"O.,ing 

Direct Deposit (Close Account)

CWID #:

Primary Account:
Savings: f-

t__J
Checking: t]
Banl< Name:

Name:

Secondary
Savings:

Checking:

Bank Name:

[For rerttli[iDg bd. if chootc second.arlr rccoutrt]

Routing No

Account No:

Bank Phone No.
(ifkao*o)

lAmourt Speciliedl

Routing No

Account No:

Specific $ Amount:

Banl< Phone No.
(ifknow!)

CSM Departrnent: CSM Extension or Contact No.:

(Check one)-----r'"""- ""'ljndergraduate 
[crua*r" ! classifiedl-[temp. classified !Fa.rtty!otn",

Signature: Date:

Please TAPE your voided check here. DO NOT STAPLE

Account:

E



w-4 Employee's Wlthholding Certlfi cate OMB No. 1545-0074

D6p€rtn .'t of th€ Trcalury
lnton€l R6varue Sdvic€

> Compl€to Fo]m W-l so that your rmploygr can witihold lho co.recl i.de6l incomq t x lrom tDur pay, I ^ ^ ^ ,
> chre Fontr w.{ to your oniptoyer. ' | 2A)2O

> Your wtthholdng l! subr.ct io rsvbw by lhe lRS. I

Step 1:

Enter
Personal
lnfomaton

(a, Farst nam€ ard middle initial

> Doca yoor namc matalr lia
nalna on your tocltl aecdv
c!rd? ll not, io onsure you g9t
cEdit lor your 66rnings, cont&l
SSA at 800-772-1213 o. go to

City or tor{n, stdo, and ZP cod6

(c-, Llshd.orfe.rLd ne rep.id.t
E lrrtcO t*rg totr0y (o. Adirnrg wk ow(*)
E Haad of hot!.ltold (c,l.ak o.tly if you'to irIntnod ard pey moro than hdt lh. coats ol ke tno uD e home br l/o(r.salt ard e

ComPlete St ps 2-4 ONLY r thry appty to you; othorvise, 3kip to St p 5. S6e pag€ 2 for more irformation on 6ach step, who can
claim exsmption from withholding, wh6n to use th6 onlino estimator, and privacy.

complote StoF 3-(b) on Fo]m w-4 tor only ONE ot th€se iob!, Leav6 those steps blank for the oth6r iobs. (your vyithholding wi
b€ rnost accurale if you complete Steps 3-4(b) on the Form W-4 for the highost paying job.)

Step 2:
t ultipb Jobs
or Spouse
Works

Step 3:

Claim
Dopendents

Step 4
(optional:
Other
AdJusffients

Step 5:

Slgn
Here

Completo this stsp if you (1) hold mor6 than one iob at a timo, or (2) are maried fiting jointly and your spouse
also works. The conect amount of withholding dep€nds on incom6 Bamed from all of those jobs.

Do only on€ of tha following.

(a) use the 6stimatq 4 www.irs.govM4App for most accurate withholding for this step (and steps g-4); ol
(b) Use the Muhiple Jobs Worksheet on page 3 and ent€r tho result in Step 4(c) below lor roughly accurate withholding; or
(c, f thare ars only two iobs total, you may ch6ck this box. Do the same on Form W-4 for the other Fb. This option

is accurato for jobs with similar pay; othen rise, more tax than n€cossary may be withhald . > tr
TIP: To be accurate, submit a 2020 Fom w-4 for all other jobs. lf you (or your spouss) havs sstf-€mploymsnt
incom6, including as an independor confactor, use tho estimator.

tf your income will be $200,000 or less (9400,000 or tess if manied fiting joinfly):

Multiply the number o, qualifying childron under ago 17 by $2,000 > g

Muttlply the number of other dependents by $500 >$
Add the amounts above and anter the total hsre

(a) olher incoma (not frcm iobsl. lf you want tax withhald lor othor irrcome you expeci
this year that won't have withholding, gntsr the amour of other income her6. This may
include ir 6rest, divid6nds, and rotirement income

p) Deductions. lf you axpect to claim deductions other than tho standard deduction
and want to r€duce your withholding, uss the Deductions WoriGheet on page 3 and
enter the result here

(c) Extra withholdlng. Enter any additional tax you want withheld each pay p€riod

Undor panahies of perjury, I declare that this cedificate, lo the bost of my knowl€dge and beli6t, is true, consct, and complots.

Employers
Only

Employe€'s signatui€ (Ihis form is not valid unloss you sign it.)

Employer identifi cation
numbor (ElN)

For Privsc, Act and Paporso.k R€ducdon Act Notic., loe p!g9 3. Cat. No. 10220Q Form W-4 (2020)

) o*-



Form W-4 (2020) Page2

General lnstructions
Future DeYelopments
For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go lo www. its.gov I Fotmw4 -

Purpose of Form
Complete Form W-4 so that your ernployer can withhold the
conect federal income tax from your pay. tf too little is
withheld, you will generally owe tax when you file your tax
retum and may owe a penalty. It too much is wilhheld, you will
gsnerally be due a refund. Complete a new Form W-4 when
changes to your personal or financial situation would ciange
th6 entries on the form. For more information on withholding
and when llou mustfumish a new Form W-4, see Pub.505'

E Gmption from withholding. You may claim exemPtion from
withholding ,or 2020 it you meet both ol the following ,
conditions: you had no tederal income tax liability in 2019 ard
vou expoct to have no lederai income tax liability in 2020. You
haO no teOerat income tax liability in 2019 if (l) your total tax on
line 16 on your 2019 Form 1040 or'1040-SB is zero (or less
than the sum of lines 18a, 1 8b, and 18c), or (4 you wera not
reouiEd to tile a retum because your income was below the
filiriq threshold for your consct filing status. lf ),ou claim
exemption, you will have no income tax withheld from your
oavdieck and mav owe taxes and penalties when you file your
bAZO ux retum. f6 chim exemption {rcm withholding, certity
that you meet both ol the conditions above by writing "Exempt'
on Form W-4 in the space below Step 4(c). Th€n, complete
Steps 1a, 1 b, and 5. Do not complete any other steps. You will
need to submit a new Form W-4 by February 16,2U21 .

Your priyacr. lf you prefer to limit information provided in
Steps 2 through 4, use the online estimator, which will also
increase accuracy.

As an alternative to the estimaton it you have @ncems
with Step 2(c), you may choose Step 2(b); it you have
concems with Step 4(4, you may enter an additional amount
you want withheld per pay period in Step 4(c). lf this is the
6nly lob in your household, you may instead check the box
in Step 2(c), which will increase your withholding and
signiliiantly reduce your paycheck (often by thousands of
dollars over the year).

Whcn to us€ th€ esiimator. Consider using the estimator at
www -irs. govlw4App'fi you'.

1. Exp€ct to work only pad of the year;

2. Hav6 dividend or capital gain income, or are subject to
additional taxes, such as the additional Medicare tax;

3. Have self-employment income (see below); or

4. Prefer the most accurate withholding for muhiple job
situations.

S€lf-employment Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employee. lf you want to pay these taxes through
withholding from your wag€s, use the estimator at
www.irs-govlw4App to figure the amount to have withheld.

Nonruaident alien. lf you're a nonresident alien, see Notice
1392, Supplemental Form W-4 lnstructions for Nonresident
Aliens, before completing this form.

Specific lnstructions
St6p I (c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

St6p 2. Use this step if you (1) have more than one iob at the
same time, or (2) are manied filing iointly and you and your
spouse both work.

Option (a) most accurately calculates the additional tax
you need to have withheld, while option Ol does so with a
little less accuracy.

lf you (and your spouse) have a total of only two jobs' you
mayinstead check the box in option (c). The box must also be
checked on the Form W-4 for the other job' lf the box is
checked, the standad deduction and tax brackets will be cut
in hatf lor each job to calculate withholding. This option is
rouqhlv accurate for iobs with similar pay; othelwise, more tax
thai n6cessary may'be withheld, and this extra amount will b€
larger the grerter the diflereflce in pay is between the two iobs

one Form W4. Withholding will be most accunte if
you do this on the Fofln w4 for the highest paing iob.

S:teD 3. Step 3 of Form W-4 provides instructions for
da6rminind tne amounl of the child tax credit and the credit
for other d;pendents that you may be able to claim when
vou file youi tax retum. To qualify for the child tax crsdit, the
;hild must be under age 17 as of December 31, must be
your dependent who generally lives with you for more than
'traff 

ttre year, and must have the required social security
number. You may be able to claim a credit for other
deoendents for whom a child tax credit can't be claimed,
such as an older child or a quaiifying relative. For additional
elioibilitv reouirements for these credits, see Pub. 972' Child
T; Credit a;d Credit for Other Dependents. You can also
include othor tar cr€dits in this steP, such as education tax
credits and the foreign tax credit. To do so, add an estimate
of the amount for the year to your credits for dependents
and enter the total amount in Step 3. lncluding these credits
will increase your paycheck and reduce the amount of any
refund you may receive when you file your tax retum.

Stap 4 (optiona0.

Sl;ap 4a). Enter in this step the total of your other
estimated income lor the year, if any. You shouldn't include
income from any jobs or self-employment. lf you complete
Step 4(a), you likely won't have to make estimated tax
payments for that income. lf you prefer to Pay estimated tax
rather than having tax on other income withheld trom your
paycheck, see Form 1040-ES, Estimated Tax for lndividuals.

*p 4lb). Enter in this step the amount lrom the Huctions
Worksheet, line 5, if you exp€ct to claim deductions other than
the basic standard deduciion on your 2020 tax retum and
want to reduce your withholding to account for these
deductions. This includes both itemized deductions and othsr
deductions such as for studant loan intarEt and lRAs.

Step 4c). Enter in this step any additional tax you want
withheld from your pay oach pay petiod, including any
amounts trom the Muftiple Jobs Worksheet, line 4. Entering an
amount here will reduce your paycheck and will either increase
your refund or reduce any amount of tax that you owe.
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Step 2@)-Multiple Jobs Worksheet (Keep for your records.)

ll you choose tho option in Stsp 2(b) on Form W-4, complste lhis workshe€t (which calculat€s the total extra tax tor all iobs) on ooly (}l{E
Fom W-4. Wlthholding will be most accurate if you comdete lhe wodGheet and sril€r th€ r6ult on the Form W-4 for the highest paying iob.

Noto: lf more than one job has annual wagas of more than $120,000 or th6re are more than three jobs, se€ Pub. 505 for additional
tables; or, you can use the online withholding estimator at wr.yw. irs.govlw4App.

I Two iob3. f you havs two jobs or you're manied filing jointy and you and your spous€ oach havo one
job, find th6 amount ftom the apFopriate table on page 4. Using the "Highor Paying Job" row and the
"Lower Paying Job" column, find ihe value at the intorsection of the two hous€hold salafies and entar
that valu6 on lino 1. Then, skip to line 3 1 $

2 Thrae iobo. lf you and/or lour spous€ have three iobs at the sam€ tirn€, complsie lines 2a, 2b, and
2c below. Oth€rwise, skip to line 3.

and enter that value on line 2a

b Add th6 annual wages of the two highest paying jobs from line 2a togothar and use ihe total as the
wag6s in tho "High6r Paying Job' row and us€ the annual wag€s for your third iob in the "Lower
Paying Job" column to fnd the amount from the appropriate tabl6 on pags 4 and enter this amoufi
on line 2b

c Add the amounts from lines 2a and 2b and enter th6 result on line 2c

3 Enter th6 number of pay periods psr year for th6 highest paying job. For example, if that job pays
weekly, 6ntar 52; if it pays every othsr ! reek, snter 26; if it pays monihly, onter 12, etc.

DMde th6 annual amount on line 1 or line 2c by the number of pay pedods on line 3. Ent6r this
amount here and in Stp 4(c) of Form W-4 for the highest paying .iob (atong with any other additionat
amount you want

Step 4{bl - Deductions Wor*sheet (Kep',p tor your recods.)

Enter an estimato of yout 2O2O itemizod deductions (from Schedule A (Form 1040 or'1040-SR)). Such
deductions may include qualifying homa mortgage interest, charitable contributions, state and local
taxes (up to $10,000), and modical exp€ns€s in excoss of 10% oI your income

a Find the amour tom the appropriate table on pagg 4 using the annual wages from the highest
paying job in the 'Higher Paying Job" rovy and the annual wag€s for your next highost paying job
in the "Lowor Paying Job' column. Find lh6 value at tho intersoction of the tvyo household salaries

[ . $24,800 if you?e manied filing jointly or qualifying widow(e0 I
Enter: { . 919,550 if you'rs head o, household }

I o $12,400 if you're single or maried filing separately J

2a$

2b

2c

if line I is greater than line 2, subtract line 2 from line 1 . tf line 2 is grcalor than line 1, ent6r "-0-"

4 Ent6r an ostimale of your sludent loan interest, deductible IRA contributions, and certain other
adjustmsnts (ftom Schedule 1 (Form 'l (N0 or 1 040-SR)). 566 Pub. 505 for more information

5 Add lines 3 and 4. Entor th€ rosutt hore and in Step .{b) of Form W-4

1$

2$

3$

4$

5$
Ptlv'c, Act.rd P.p..work n ductoo A.t [o[ca. We ask for tho informstio.r
m this fo.m lo carry out the lnlg.nal Roronue hws of lh6 Unit€d Siat6s. lntdnal
Revenue Code s€ctioos 34O2O(a ard 61 09 and th€ir rogulataoos r€quire you to
p.ovide this infonnation; your €rnployer us€s it to detemln€ your fodol.al incorn€
tax withholding. Fajlur€ to provid€ a propert cornpleted fo.fl will rB3ult in your
b6ing lr€at€d as a single person with no other €nlfbs on th€ fo.m; providing
fraudulent irformatioo may subied you to p€naltl6. Rodin€ us€s of this
irronnation include glving it to lfte Deparnneit o, Justic€ tor civil and cdminal
litigstion; to cities, st.rtos, th6 DBlrict o, Colunlbie, sd U.S. corynonwealtts and
possessions for us6 in edminisl€ring th€ir tax laws; and to lh€ D€pedmdn o{
H€elth and Human S€Ivices for use in ihe Natimal Directory of Ne{, Hires. Wo
rnay also discloce this inloamation to oillgr countriB urdor a tax trBav, to H€ral
and stato ag€ncies to enforc€ iaderal nontax criminal laws, o{ to f€d€ral law
eoforcern€nl ard int€llag6nce egenci€s to combat terrodsm.

You arB not EquirBd to paovlre th€ inlonnatt n Equcstgd o.l a lorm that is
suDjd:t io th. Pap€rv{ork R€dlrc{i6 Acl unloss tro fo.m displays a vaild OMB
cornrol numb€r. Books or r€cords ralating to a form oa ils instrucliorB rrust be
rBtain€d es lmg es their coribnG may bocome matorial in th€ adminbffiion ol
any lnternal R6,€.|ue law. Generally, tax rshIlrs ard r8ttl.n in onmtion ar€
confdfitial, a GquirBd by Cod6 s&lidr 61(8.

The av€raoe tlme and e,e€os6 requirod lo cornplote ,nd flo lhis lorm will vary
d€p6rdirE o.r individual circumstancas. For Gtimaled ev*a0€6, s6lhe
instsucliorE fo. your inco.ne tax r€trfi.

tt llou havs ar.rgg€stloru for making thb ro.m sinpl€r, w6 would b. h.ppy lo h6at
frorh you. S€€ th6 instn ctioos for yoUI incoane tax r€fum.
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Highsr Paying
Annual Tarablo
Wage & Salary

and over

High€r Ptying
Annual Taxable
Wage & Salary

030,000 - 39,999

$40,000 - 49,999

$60,000 - 69,999

$70,000 -

$260,000 -

$280,000 - 299,999

$o - s,999

$10,000 - 19,999

$320,000 - s64,99!)

$365.000 - 524.999

Job Annual Taxable

Job Annual Tarabla

Job Annual Taxable

10,000 -
120,000

$1,870
4,070

7,100

4,220

10,220
't1,240

'15,180

16,250

$o - 9,999

s10,m0 - 19,999

'19,770

2-t,370

26,84{)

29,280

$2,040
3,830

31

10,000 -
120,000

18.170

110

17

21

s30,000 - 39,999

$40,000 -

Higher Paying
Annual Tarablc
Wage & Salary

$o-
$10,000 - 19,999

!3O,O,oO - 39,999

$40.000 - 59.999

$80,0m - 99,999

s100,000 - 124,999

$150,000 - 17

$175,000 - 1

6,3'r0

8,080

12,050

14,620

$150,000 - 174,999

$175,000 - 199,999

$250,000 - 399,999

$40o,mo - ,14S,999

20,120

21,2fi

'10,000 -
120,000

$2,040
4,440

21,930

22,540

7,140

9,360

14,380

16,870

22,570

23,940

24,470

25,200

1'l,o{tt)

12,'140

17,1q
17,140

11,370

1't,370

and over

$80,000 -
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1.0 BACKGROUND AND PURPOSE

Mines is committed to protecting the heafth, safety, and well-being of all employees,
students, and other individuals in our workplace and campus community. Alcohol abuse and
drug use can pose significant health, safety, and well-being @ncerns within the Mines
working and learning environment.

1.1 There are many risks associated with the use of illicit drugs and the abuse of
alcohol, including physical and mental impairment, emotional and
psychological deterioration, and devastating effects on family, friends, and co-
workers. Obvious risks include being charged with driving under the influence,
sustaining or causing personal injury, and suffering immediate health risks
(hangovers, incapacitation, overdose, convulsions and death). A number of
less obvious risks include poor job performance, jeopardizing future career
prospects, unwanted and inappropriate sexual activity, slowed reaction times,
short-term memory impairment, irritability and depression, and mental
confusion. lnformation about the known effects of alcohol and specific drugs is
available from many on-line sources, the Mabel M. Coulter Student Health
Center, and the Colorado State Employees Assistance Program (C-SEAP).

'1.2 As a recipient of federal contracts and grants, Mines is subject to federal
laws and regulations with respect to drug and almhol use in the workplace.
The Drug-Free Workplace Act of 1988 requires thal Mines establish drug
and alcohol policies and programs. ln addition, former Colorado Governor Roy
Romer issued Executive Order D00029'l regarding Substance Abuse by
State Employeesl. ln accordance with the above, Mines has enacled the
following poliry applicable to all employees and certain other covered
individuals.2

2.0 POLTCY

It is the policy of Colorado School of Mines to maintain a drug-free vt/orkplace and campus.
The unlawful possession, use, manufacture, or distribution of illicit drugs on the campus, in
the workplace, or as part of any School activity is prohibited. ln addition, the illegal use of
alcohol or misuse of alcohol on the campus, in the workplace, or as part of any School
activity is also prohibited.3 The campus and workplace includes all Mines premises and any
premises where Mines activities are conducted.

1 This Drug-free Workplace Policy is also inbnded lo comply with the Drug-Free Schools and Communities
Acl of 1989. Additional inbrmation about maintaining a drug-ftee campus community may be found here;
AOD Education and Prevention Policv.
w vorunteers, @ntraqtols, ano vrsrrorli,
' Except as authorized under the Board of Trustees lnstitutional Alcohol Policv.

Page 'l of 3
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2.1

2.2

2.3

The unlawful possession, use, or distribution of illicit drugs and unlawful or
unauthorized use of alcohol by employees will result in disciplinary action
(consistent with Mines policies, and local, state, and federal laws). Vvhile

Colorado's Constitution allows for the legal use of marijuana under certain
circumstances, because of Mines' status as a federal contractor and granl
recipient, and because marijuana use is still prohibited under federal law,
the use of marijuana at work, or outside of work if it impairs an employee's
ability to perform his or herjob, constitutes a violation of this policy.

Discipline, depending upon the circumstances involved, may range from
verbal warnings or counseling, written coneclive action or disciplinary actions,
up to and including termination of employment. ln addition to discipline, or in
lieu of it, employees may be refened to appropriate counseling or treatment
programs (at the employee's expense). Employees found to be in violation of
this policy may be required to provide evidence of satisfactory participation in

a substance abuse assistance or rehabilitation program.

Violators of the policy may also be referred to the appropriate authorities for
prosecution depending on the circumstances of the violation.

It is not the intent of this poliry to prohibit the possession or use of legally
prescribed controlled substances for medical reasons by the individual for
whom the medications are prescribed. Any employee taking prescribed or
over-thB.counter medications is responsible for consulting the prescribing
physician or pharmacist to determine whether the medication may interfere
with the safe performance of his or her job. lt is the responsibility of the
employee to use appropriate personnel procedures (e.9., proper use of sick
leave as needed and appropriate, etc.) and to inform his/her supervisor if such
medication may temporarily impair the employee's ability to safely and
satisfactorily perform assigned duties.

lrrespective of the use of legally prescribed drugs, controlled substances,
and the lalvful use of alcohol, it is a violation of workplace standards to be at
work in an impaired status. lf an employee is at vtork in an impaired
status, Mines has the right to take such disciplinary action as Mines deems
necessary to ensure work is safely and properly performed. Being unfit for
work because of use of drugs or alcohol is strictly prohibited, and is
grounds for termination of employment. While this poliry refers specifically to
alcohol and drugs, it is intended to apply to inhalants and all other forms of
substance abuse.

ln accordance with the specific requirements of the Drug-Free Workplace Act
of 1988, employees who are convic'ted (including a plea of nolo
contendere) of a criminal drug statute violation occurring in the workplace must
notify the Colorado School of Mines in writing of their conviction within five (5)
days thereafter by informing lheir supervisors and the Associate Vice

Page 2 of 3
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2.7

President of Human Resources.

Employees who are required to obtaan Commercial Drivers Licenses in
order to drive vehacles heavier than 26,000 pounds, vehicles placarded for the
transportation of ha,ardous materials, and/or vehicles designed to carry
sixteen (16) or more persons are subject to a protocol of testing for the use of
drugs and alcohol.

As a condition of employment, all Colorado School of Mines employees are
requked to follow this policy.

REHABILITATION

3.1 Mines recognizes alcohol or drug dependencies are treatable conditions.
Employees who suspect they have an alcohol or drug dependency problem are
en@uraged to seek assistance. Successful completion of an appropriate
rehabilitation program (including participation in aftercare) may be considered
as evidence of eligibility for continued or future employment.

3.2 Employees who are concemed about substance use, abuse, and
rehabilitation are strongly encouraged to contact their family physicians,
their health plan, or the Colorado State Employees Assistance Program.
(C-SEAP @ntacts are confidential and free of charge to the employee.)
Health insurance plans may provide coverage for substance abuse programs
that address substance abuse and rehabilitation. The Ofiice of Human
Resources has information about the heatth plans. Additionally, the heatth
plan documents can be found at: httoj/inside.mines.edu/Emplovee Benefrts.

OTHER COVERED INDIVIDUALS

1.1 lndividuals who are not Mines employees, but who perform work at
Mines for its beneftt (e.9., independent contrac{ors, temporary
employees provided by agencies, visitors engaged in joint projects at
Mines, volunteers, etc.) are required to comply with this policry. Mines
expec{s personnel of contractors, common carriers, and vendors working
on Mines premises to comply with this Drug Free Workplace Policy.
Failure to cooperate with Mines in this regard may result in removal from
Mines premises and denial of future entry.

HISTORY & REV]EW CYCLE

This policy is subject to Annual (As Needed) Review.
December 9, 2014 (Updated links, spelling, history & review cycle
added). February 12,2018 (Updated Policy Contact).

3.0

4.0

5.0
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1.0 BACKGROUND AND PURPOSE

The Colorado School of Mines is committed to:
. Providing students educational programming about alcohol and other drugs (AOD), and

information and access to appropriate community resources and professional
counseling; and

. Protecting the safety, health, and wellbeing of all employees, students, and other
individuals in our workphce and campus community.

Alcohol abuse and illegal drug use can pose signmcant safety, health, and t/vell-being problems
within the Mines working and leaming environment. The federal Drug-Free Schools and
Communities Act Amendments of 1989 (P.L. 101-226) requires annual notice tothe campus
mmmunity of specific requirements of the law applicable to both students and employees. This
policy addresses the following:

. Standards of conduc{ that clearly prohibit, at a minimum, the unlawful possession, use,
or distribution of illicit drugs and almhol by students and employees on its property or as
part of its activities.. The School's commitment to imposing disciplinary sanctions on students and employees
consistent with local, state, and federal law, and a description of those sanctions, up to
and including expulsion or termination of employment and referral for criminal
prosecution .

. A description of the applicable legal sanclions under local, state, or federal law for the
unlawful possession or distribution of illiclt drugs and alcohol (for students and
employees).. A description of the health risks associated with the use of illicit drugs and the abuse of
alcohol.. A description of alcohol and other drugs (AOD) counseling, treatment, or rehabilitation or
re-entry programs avaibble to employees and students.

. The School's commitment to conduc'ting a biennial review of its program.

Employe€s, like students, are covered under the Drug Free Schools and Communities Act, and
are subject to this policy. ln addition to revialing this policy, employees should also review the
M ines' QIlgElcClrVslKplecePoljgy.

2.0 POLICY STATEMENT

ln compliance with the federal govemment's Drug Free Schools & Communities Act, there are
community standards and potential consequences at the Colorado School of Mines pertaining to
the illegal use of alcohol or drugs. The unlawful possession, use, or distribution of illlcit drugs,
and the unlawful or unauthorized use alcohol by employees and students at Mines will result in

disciplinary action consistent with School policies, and local, state, and federal laws.
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While Colorado's constitulion allows for specific legal use, possession, and growing of marijuana
under certain circumstances, because of Mines' status as a federal contractor and grant
recipient and because marijuana use is slill prohibited under federal lau the use, possession
and growing of marijuana on campus is prohibited. Student use of alcohol and other drugs
(including marijuana) that results in an impaired ability to perform academically, or behavior that
violates the Code of Conduct constitutes a violation of this policy.

3.0 DISCIPLINARY SANCTIONS FOR STUDENTS

The School will impose sanctions on any student or employee found to be in violation of campus
standards as outlined in the Student Code of Conduc{, or the Drug Free Workplace policy,
respectively. Sanctions include, but are not limited to: required completion of an appropriate
educational or rehabilitation program; suspension or expulsion from the School; and/or referral
to the appropriate law enforcement authorities for criminal prosecution.

ln addition to facing criminal charges, students who fail to comply with the law will be subject to
appropriate campus disciplinary action, including probation, suspension, or dismissal. As a part
of the Mines' disciplinary procedure, a student who has violated this policy and is allowed to
remain in school will be required to submit to drug testing as a condition of continued
enrollment.

The Colorado School of Mines offers through its Counseling Center proaclive alcohol and drug
abuse programs designed to educate students about the dangers of substance abuse. lncoming
freshman are required to complete an online AOD education course prior to matriculation.
Students not completing the online course, who subsequently have AOD infractions, will be
required to complete an AOD course as one ofthe sanctions.

4.0 LEGAL SANCTIONS

4.1 State of Colorado Sanctions

Please see Colorado Drug Law Summary on lhe web or see $qg[ggg!\.

4.2 Federal Sanctions

Federal law has numerous penalties for the illegal possession of controlled substances,
possession of crack cocaine, and trafficking in methamphetamine, heroin, cocaine,
cocaine base, PCP, LSD, fentanyl, and fentanyl analogue.

Possession sentences range from up to one-year imprisonmenl and $1,000 fine to 20
years imprisonment and fines up to $250,000. Forfeiture of personal and real property
used lo possess or to facilitate possession of a controlled substance can be a sanction
for convictions. Sanclions can also include denial of federal benefits, such as student
loans, grants, contracts, public housing tenancy, eligibility to receive or purchase
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firearms, and professional and commercial licenses. Federal trafficking sanc{ions can
range from one.year imprisonment and 9100 fine to life in prison and a fine of g8 million.

5.0 HEALTH RISKS OF DRUGS AND ALCOHOL

Drug use poses a serious threat to the health and welfare of anyone involved in the use of
illegal drugs, as well as a potential threat to the !rclfare of others within the campus community.
This threat includes negative impact on academic performance and work productivity,
estrangement of social relations, mental and physical health problems, reckless, negl(7ent or
intentional physical or emotional harm to others, and, in some cases, the possibility of serious
bodily injury, illness, or death. Thus, the Colorado School of Mines' position on drug use is that
all students must comply with state and federal laws conceming the manufacture, possession,
sale, and use of drugs.

5.'t lllicit Drugs

The use and overdose of illlcit drugs, the non-medical use and overdose of prescription
drugs, and withdrawal, can lead to physical and psychological dependence, behavioral
changes, physical and psychological damage, and possible death.

Possible effeds from the use of illegal narcotics include euphoria, drouEiness,
respiratory depression, constric{ed pupils, and nausea. Narcotic overdoses can produce
slow and shallow breathing, clammy skin, convulsions, coma, and death. Vfithdrawal
symptoms can include tremors, panic, cramps, nausea, chills, and sweating. Mothers
who use drugs during pregnancy may give birth to infants with physical abnormalities
and mental retardation.

The unlawful use of depressants can cause slurred speech, disorientation, and drunken
behavior. Overdoses can produce weak and rapid pulse, coma, and death. Wthdrawal
syndrome can include tremors, delirium, convulsions, and death.

lllicit use of stimulants can cause increased alertness, excitation, euphoria, increased
pulse rate and blood pressure, insomnia, and loss of appetite. Agitation, increase in
body temperature, hallucinations, convulsions, and death can result from stimulant
overdose. Withdrawal syndrome can include apathy, long periods of sleep, initability,
depression, and disorientation.

Possible effects of the use of hallucinogens include illusions and hallucinations and
altered perceptions of time and distance. Overdoses can produce longer, more intense
effects, psychosis, and death.

The use of marijuana can produce euphoria, relaxed inhibitions, increased appetite, and
disoriented behaviors. Overdoses can result in fatigue, paranoia, and psychosis.
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Cannabis withdrawal can occasionally produce insomnia, hyperactivity, and decreased
appetite.

For further information, students can contac,t the Counseling Center or the Mabel Coulter
Student Health Center. Employees can contact the Colorado State Employees
Assislance Program (C-SEAP).

5.2 Alcohol

Alcohol consumption may cause a number of significant changes in behavior. Even low

doses significantly impair the judgment and coordination required to drive a car safely,

increasing the likelihood that the driver will be involved in an accident. Lou' to moderate

doses of llmhol also increase the incidence of a variety of aggressive acis, including
spouse and child abuse. Moderate to high doses of alcohol cause marked impairments
in higher mental functions, severely altering a person's ability to learn and remember
information. Very high doses cause respiratory depression and death' lf combined with
other depressants of the central nervous system, much lower doses of alcohol will
produce the effects just described.

Repeated use of alcohol can lead to dependence. sudden cessation of alcohol intake is

likely to produce withdrawal symptoms, including severe anxiety, tremors, hallucinations,

and convulsions. Alcohol withdrawal can be life-threatening. Long{erm consumption of
large quantities of alcohol, particularly when combined with poor nutrition, can also lead

to permanent damage to vital organs such as the brain and liver.

Mothers who drink alcohol during pregnancy may give birth to infants with fetal alcohol
syndrome. These infants have irreversible physical abnormalities and mental retardation.
ln addition, research indicates that children of alcoholic parents are at a greater risk than
other youngsters of becoming alcoholics.

Additional information can be found at: httD://counselino.mines.edu/CNSL-services .

6.0 EDUCATIONANDTREATMENT

6.1 On-campus Resources Available to Students

Anyone who has a concern aboul a student's use of, the physiological and psychological

effects of, and the trealrnent resources for alcohol or other drugs should contact:
. Counseling Center at 273-3377, htto://counselinq.mines.edu ;. Coulter Student Health Center, 30$273-3381, http://healthcenter.mines.edu ;

. Student Life Staff: or

. Vice President of Student Lifei Dean of Students Office ' 303-273-3231 .
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Alcohol and Other Drugs
Education and Prevention

Policy

Responsible Administrative
Unit: student Life

Policy Contact:
Associate Dean of Studenis
dmoroan@mines.edu

lssued: March12,2013

Revised:

6.2 Engineers choosing Healthy opuons Program

The Engineers Choosing Heahhy Options (ECHO) Program is the drug and alcohol
education arm of the Counseling Center, created through a Federal grant in 1989.
ECHO has a library of information on alcohol and other drugs that is readily available in
the Counseling Center, located on the second floor of the W. Lloyd Wright Student
Wellness Center. Presentations and programs on drug and alcohol education are also
available to any campus group that makes a request. Student refenals to the ECHO
program are encouraged from all segments of the campus community.

Students who require evaluation, education, or treatment beyond ECHO'S educational
scope are refened to appropriate agencies in the community. All care provided ofi-
campus is at the individual's own expense.

6.3 Resources Available to Employees

Mines recognizes alcohol or drug dependency are treatable conditions. Employees who
suspect they have an alcohol or drug dependency problem are encouraged to seek
assistance. Details on assistance available to employees can be found in the Druo Free
Workplace Poli6/.

7,0 BIENNIAL REVIEW

The Division of Student Life will conducl a biennial review of alcohol and other drug progEm
effeciiveness and consistency. The report will propose program and sanction changes as
necessary for adminislrative consideration.

8.0 HISTORY
April 2015 (links, punciuation, and titles updated)

REFERENCESA9 t JS.CJ 1gl!; 34-9.E 8.E!0J et seg.; 55 Fed. Res. 33,580 (Aug. 16,

1990).

Education Department General Administrative Regulations (EDGAR) Part 86 Drug and Alcohol
Abuse Prevention, see htto:/furuw2.ed.oov/oolicv/fund/reo/edoarReo/edoar.html.

For further information on Colorado School of Mines AOD Programs, contac{
the Division of Student Lirte a|30T273-3377 .
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Policy Prohibiting Sexual

Harassment, Sexual violence,
and lnterpersonal Violence

ResponsSble Administrative Unit:
Executive Vice President of Administration
and Operations

Policy Contact:
Title lX Coordinator
Email !1!sig@3s!!]sslg

lssued: March 13, 1992
Revised: February 8, 2019

BACKGROUND AND PURPOSE

The Board of Trustees of the Colorado School of Mines ("Mines") promulgates this policy
pursuant to the authority conferred by $23a1-10a(1), C.R.S., Title lX ofthe Education
Amendments of 1972,20U.5.C.55 1681 et seq., and its implementing regulations, 34 C.F.R. Part
106; lltle Vll ofthe Civil Rights Act of 1964 (42 U.S.C.55 2000c and 42 U.S.C. 59 2000e) and
relevant sections of the Violence Against Women Reauthorization Act of 2013 (42 U.S.C. 55
14043e et seq.). This policy shall govern if any other Mines policy conflicts with this poliq/s
provisions. This policy does not preclude application or enforcement ofother Mines policies.
This Policy shall be interpreted in a manner consistent with academic freedom and free speech
so long as those activities do not violate this Policy.

2.O POUCY

Mines does not discriminate against any person on the basis of sex. Mines will not tolerate any
form of sexual harassment, sexual violence, or interpersonal violence (including domestic
violence, dating violence and stalking) within the Mines campus community. This policy applies
to any form of sexual harassment (including hostile environment sexual harassment), sexual
violence, or interpersonal violence committed by or against Mines' students, facutty, or staff
that occurs in the context of employment with Mines or a Mines' educational program or
activity..

To enforce and support this poliq, Mines will:
. Respond to reports of sexual harassment, sexual violence, and interpersonal

violence that fall within the jurisdiction of this Policy;
o Develop, administer, maintain, and update procedures for investigating and

resolving complaints that fall within the jurisdiction of this Policy;
. Educate Mines'students, faculty, and staff regarding policies and procedures

related to prevention, reporting, and investigation of sexual harassment, sexual

violence, and interpersonal violence;
. Encourage Mines' community members to appropriately repon actual or suspected

incidents of sexual harassment, sexual violence, and interpersonal violence that fall
within the jurisdiction of this Policy;

o Take reasonable action to prevent incidents (or the recurrence of incidents) of
sexual harassment, sexual violence, and interpersonal violence that deny or limit the
ability of Mines' students, faculty or staff to participate in or benefit from Mines'
educational and employment programs or activities;



. Provide supportive measures for Mines' students, faculty and staff who have been

impacted by sexual harassment, sexual violence, and interpersonal violence that fall
within the jurisdiction of this Policy.

COORDINATION WITH OTHER MINES PiOI.ICIES

Mines' Unlawful Discrimination policy shall apply to all other forms of harassment or
discrimination alleged to have occurred within the Mines campus community. ln cases where

other Mines policies may have been violated in addition to this policy, this policy and its

procedures will govern the investigation and adiudication of the incident(s).

For a detailed discussion of the terms referenced in this Policy, please refer to the definitions set

forth in the procedures utilized to implement the Policy (as identified below).

4.0 MANDATORY REPORTING FOR EMPTOYEES

Mines has designated all its employees and certain categories of student employees as

mandatory reporters for issues involving sexual harassment, sexual violence, and interpersonal

violence. Mandatory reporters are required to contact the Title lX Coordinator and report

instances of sexual harassment, sexual violence, and interpersonal violence immediately. Please

see the procedures referenced below for more information regarding employee mandatory

reporting obligations.

5.0 PROHIBITIONAGAINSTRETALIATION

This policy prohibits retaliation against any individual for reporting an allegation of sexual

harassment, sexual violence, or interpersonal violence; for cooperating or participating in an

investigation or another proceeding related to such allegations; or for engaging in activities to
oppose sexual harassment, sexualviolence, or interpersonalviolence. complaints or incidents of
retaliation shall be addressed as separate violations ofthis policy.

SANCTIONS FOR VIOTATIONS

A violation ofthis policy may resuh in the imposition of sanctions. Sanctions imposed by Mines

may include, but are not limited to, the following: mandatory attendance at relevant awareness

and prevention training or other educational programs; oral reprimand and warning; written
reprimand and warning; student probation, suspension, employment disciplinary action up to
and including termination; expulsion; educational sanctions; restitution; and prohibition of
entering the Mines campus or attending Mines' sponsored events. Sanctions will be based on

the severity of the infraction.

7.O IMPLEMENTATION

Mines' Board of Trustees directs the President or the President's delegates to develop,

administer, and maintain the appropriate administrative policies, procedures and guidelines to
implement this policy. The Board further directs the President or the President's delegates to
develop, administer, and maintain robust sexual harassment, sexual violence, and interpersonal



violence prevention programs, including appropriate training for students, faculty, and

administrative staff.

8.0 RESOURCES

Title lX Coordinator:
Camllle A. Torres, Executive Director of Title lx Programs and Title lx Coordinator; Telephone:

303.384.2124; Email: !1!g!51Q44s9491g

Policies and Procedures for Comolaints regardins Student Behavior:

. Colorado School of Mines Notice of Nondiscrimination

. Procedure for Resolving Complaints of Sexual Harassment, SexualViolence, and

lnterpersonal Violence Against Students
. Procedure for Resolving Complaints of Sexual Harassment, SexualViolence, and

lnterpersonal Violence Against Employees or Third-Parties

Other Relevant Policies:
o Unlawful Discrimination policy

o Workplace Violence policl
. Amorous Relationships policy
. Amnesty Policy for Students

9.0 HISTORY

Promulgated by the Colorado School of Mines Board of Trustees on March 13, 1992.

Amended by the Colorado School of Mines Board ofTrustees on March 26, 1998.

Amended by the Colorado School of Mines Board ofTrustees on June 10, 1999.

Amended by the colorado School of Mines Board of Trustees on June 22,2000.

Amended by the Colorado School of Mines Board ofTrustees on June 7, 2003.

Amended by the Colorado School of Mines Board of Trustees on December 15, 2011.

Amended by the Colorado School of Mines Board of Trustees on AuBust 29, 2014.

Amended by the Colorado School of Mines Board ofTrustees on February 8, 2019.



Policy Prohibiting Gender-Based Discrimination,
Sexual Harassment, and Sexual Violence

History:
Amended by the Colorado School of Mines Board of Trustees on
August 29, 2014. See full history on page 4

I.O BACKGROUNDANDPURPOSE
The Board of Trustees ofthe Colorado School of Mines ("the School" or "Mines")
promulgates this policy pursuant to the authority confened by 52341-104(1), C.R.S.,
Title lX of the Education Amendments of 1972,20 U.S.C. SS 168'l et seg., and its
implementing regulations, 34 C.F.R. Part 106; Titles lV and Vll of the Civil Rights Act of
196/. (42 U.S.C. SS 2000c and 42 U.S.C. SS 2000e) and relevant sections of the
Violence Against Women Reauthorization Act of 2013 (42 U.S.C. $$ '14043e ef seg.).
This policy supersedes the Board of Trustee's Policy Prohibiting Sexual Harassment and
shall govem if any other Mines policy conflicts with this policy's provisions. This policy
does not preclude application or enforcement of other Mines policies. Nothing in this
policy shall be construed to abridge academic freedom and inquiry, principles of free
speech or Mines' educational purpose.

2.0 POLICY
Mines prohibits gender-based discrimination, sexual harassment or any form of sexual
violence among the Mines c:lmpus community. Mines does not discriminate against any
person because of gender, gender identity or gender expression. Mines will not tolerate
any form of sexual harassment or sexual violence within the Mines campus community.
Mines will also not tolerate any form of retaliation against a community member for
reporting complaints, cooperating with investigations and proceedings related to such
complaints, or opposing gender-based discrimination, sexual harassment or sexual
violence. Accordingly, the Board of Trustees adopts this policy prohibiting gender-based
discrimination, sexual harassment and sexual violence.

ln order to prevent incidents of gender-based discrimination, sexual harassment and
sexual violence, Mines will: (1) develop, administer, maintain and update procedures to
implement and resources to support this policy; (2) educate community members
regarding policies and procedures related to prevention, reporting and investigation of
gender-based discrimination, sexual harassment and sexual violence; (3) encourage
community members to report actual and potentlal incidents of gender-based
discrimination, sexual harassment and sexual violence; (4) take actions to prevent
incidents of gender-based discrimination, sexual harassment and sexual violence from
denying or limiting a community member's ability to participate in or benefit from Mines'
educational and work programs; (5) make available timely services and resources for
those who have been affected by gender-based discrimination, sexual harassment and
sexual violence; (6) take actions to remedy any harm from incidents of gender-based
discrimination, sexual harassment and sexual violence; and (7) take actions to prevent
the recurrence of gender-based discrimination, sexual harassment and sexual violence.

Mines' Unlawful Discrimination policy shall govern all other forms of harassment or
discrimination. No complainant shall be permitted to file a complaint underthe Policy
Prohibiting Gender-Based Discrimination, Sexual Harassment and Sexual Violence and
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Policy Prohibiting Gender-Based Discrimination,
Sexual Harassment, and Sexual Violence

History:
Amended by the Colorado School of Mines Board of Trustees on
August 29, 2014. See full history on page 4

any other Mines' complaint or grievance policy or procedure when the complaint or
grievance arises out of an identical set of facts.

3.0 DEFINITIONS:
Gender-based discrimination involves treating a Mines community member
unfavorably because of that person's gender, gender identity or gender expression. All
allegations involving gender-based discrimination will be governed by this policy and its
implementing procedures.

Sexual harassment is a form of gender discrimination. Sexual harassment, without
regard to the gender of the individuals involved, consists of unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual
nature when: (1) either explicitly or implicitly, submission to such conduct is made a term
or condition of an individual's employment or educational endeavors; (2) submission to
or rejection of such conduct is used as the basis for employment or educational
decisions; or (3) such conduct has the purpose or effect of unreasonably interfering with
an individual's work or academic performance, or creating an intimidating, hostile, or
offensive working or educational environment. All allegations involving sexual
harassment will be governed by this policy and its implementing procedures.

Sexual violence includes rape, sexual assault, sexual battery, sexual abuse and sexual
coercion. ln some cases, domestic violence, dating violence and stalking may also be
forms of sexual violence. All allegations involving sexual violence will be governed by
this policy and its implementing procedures.

For a more detailed discussion of the terms defined above, please see the Gender-
Based Harassment, Sexual Harassment and Sexual Violence Complaint, lnvestigation,
Resolution and Adjudication Procedure for Complaints lnvolving Student Behavior and
the Gender-Based Harassment, Sexual Harassment and Sexual Violence Complaint,
lnvestigation, Resolution and Adjudication Procedure for Complaints lnvolving Employee
or Third-Party Behavior.

4.0 PROHIBITIONAGAINSTRETALIATION
This policy prohibits retaliation against any individual for raising an allegation of gender-
based discrimination, sexual harassment or sexual violence, for cooperaling in an
investigation or another proceeding related to such allegations, or for opposing gender-
based discrimination, sexual harassment or sexual violence. Complaints or instances of
retaliation shall be addressed as separate potential violations of this policy.

5.0 SANCTIONS FOR VIOLATIONS
A violation of this policy may result in the imposition of sanctions. Sanctions may include,
but are not limited to, the following: mandatory attendance at gender-based
discrimination, sexual harassment and/or sexual violence awareness and prevention
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Policy Prohibiting Gender.Based Discrimination,
Sexual Harassment, and Sexual Violence

History:
Amended by the Colorado School of Mines Board of Trustees on
August 29, 2014. See full history on page 4

seminars; mandatory attendance at other training programs; oral reprimand and
waming; written reprimand and warning: student probation, suspension, or expulsion;
educational sanctions; restitution; suspension without pay: or termination of employment
or appointment.

6.0 ENCOURAGEMENT OF REPORTING
Mines considers the health and safety of its community members to be of paramount
importance. Therefore, Mines encourages community members to report all c,oncerns
regarding gender-based discrimination, sexual harassment and/or sexual violence in

accordance with this policy and its procedures. There may be circumstances where
community members are hesitant to report prohibited conduct because they fear it may
result in other policy violations being discovered (such as drug use or underage alcohol
consumption). Community members should always consider the health and safety of
themselves and other Mines community members to be of primary concem and Mines
shall review, if necessary, any other policy violations separately from allegations raised
under this policy.

7.0 IMPLEMENTATION
Mines' Board of Trustees directs the President or President's delegates to develop,
administer and maintain the appropriate administrative policies, procedures and
guidelines to implement this policy.

8.0 RESOURCES

Mines students and employees who have concerns about gender-based discrimination are
encouraged to seek assistance by contacting our Title lX Office at I1!9!X@!0|!9SCOg or one
of the Mines Deputy Title lX coordinators located here.

Policies and Procedures for Complaints reqardino Emolovee or Third-Partv Behavior:
. Notice of Nondiscrimination
. Sexual and Gender-Based Harassment and Discrimination Complaint,

lnvestigation and Resolution Procedure for Complaints lnvolving Employee or
Third-Party Behavior

. Procedures and Resources for Survivors of Sexual Assault or Other Sexual
Violence

Mglevan!-eo[qics.:. Unlawful Discrimination oolicv
. Workplace Violence oolicv
. Personal Relationshios policv

9.0 HISTORY
Promulgated by the Colorado School of Mines Board of Trustees on March 13, 1992.
Amended by the Colorado School of Mines Board of Trustees on March 26, 1998.
Amended by the Colorado School of Mines Board of Trustees on June 10, 1999.
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History:
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the Colorado School of Mines Boar( on 2000.Amended by the Colorado School of Mines Board of Trustees on June 22, 200(
Amended by the Colorado School of Mines Board of Trustees on June 7, 2003.
Amended by the Colorado School of Mines Board of Trustees on December 15,2011.
Amended by the Colorado School of Mines Board of Trustees on August 29, 2014.
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New Health lnsurance Marketplace Coverage
Options and Your Health Conerage

PART A: General lnformation
When key parts of the health care law take eftect in 2O'14, there will be a new way to buy health insurance: the Health
lnsurance Marketplace. To assist you as you evaluate options lor you and your lamily, this notice provides some basic
information about the new Marketplace and em Dloyment_based health coverage offered by your employer.

Whrt lr thc tl.lth ln..lrarp Mrdotplece?
The Marketplace is desioned to help you find health insurance that meets your needs and lits your budget. The

Marketplace olfers "one-stop shoppinO" to find and compare private health insurance options. You may also be eliOible

for a new kind of tax credit that lowers your monthly premium right away. Open enrollment for health insLlrance

coveraoe through the Marketplace beOins in October 20'l3 for coverage starting as early as January 1 , 2O1 4.

Can I Sav: Moncy on trry lllalth Inaurlnca Pr.mlum! ln thc Marltctplace?
You may qualify to save money and lower your monthly premium, but only if your employer does not offer coveraoe, or

offers coverage that doesn't meet certain standards. The savings on your premium that you're eljgible for depends on
your household income.

Doa Employtr tl,cclth Cor,lragc Aff.c't Ellglblllty for Pr!.rilum Sllrlngs thtough tb M!rk!tpLc.?
Yes. lf you have an offer ot health coveaage from your employer that meets certain standards, you will not be eligible
for a tax credit through the Marketplace and may wish to enroll in your employer's health plan. However, you may be
eligible for a tax credit that lowers your monthly premium, or a reduction in certain cost-sharino if your employer does
not ofler coveraoe to you at all or does not offer coverage that meets certain standards. lf the cost ol a plan from your

employer that would cover you (and not any other members ol your family) is more than 9.596 ol your household
income for the year, or if the coverage your employer provides does not meet the "minimum value'standard set by the

Allordable Care Act, you may be elioible lor a tax credit.i

lr|oi!: lf you purchase a health plan throuOh the Marketplace instead of accepting heallh coveraoe offered by vour
employer, then you may lose the employer contribution (if any) to the employer-of fered coveraqe. Also, this employer
contribution -as well as your employee contribution to employer-offered coverage- is often excluded from income for
Federal and State income tax purposes. Your payments for coverage throuoh the Marketplace are made on an after-
tax basis.

How Gan I G€t tt/0or€ lnfoflnrtion?
For more information about your coverage oflered by your employer, please check your summary plan descraption or

."nt""t Ann Hix (303) 273-3052

The Marketplace can help you evaluate your coverage options, including your eligibility lor coveraoe through the

Marketplace and its cost. Ptease visit HAalthcars.gov lor more information, includino an online application lor health

insurance coverage and contact information lor a Health lnsurance Marketplace in your area.

1 An employer-sponsored healrh plan meets the "minimum value standard" if th€ plan's share ol the total allow6d ben€fit costs covered

by the plan is no l€ss than 60 percent ol such costs.

Form Approved
OMB No. 1210{l,rg
(expircs s-31-2020)



PART B: lnformation About Health Coverage Offered by Your Employer
This section contains information about any health coverage offered by your employer. ll you decide to complete an
application for coverage in the Marketplace, you will be asked to provide this information. This information is numbered
to correspond to the Marketplace application.

Here is some basic information about health coveraoe olrered by this employer:
.As your employer, we ofler a health plan to:

E All employees. Eligible employees are:

E Some employees, Eligible employees are:

Faculty with an anticipated 9 month appointment working at least 50% efiort. Temporary salaried faculty working at
least 75% efiort. Hourly employees averaging 30 hours over the applicable measurement period. All permanent
Chssmed employees. Graduate Student RA/TA and Residence Hall Assistants working 50% effort (stipend)

.With respect to dependents:
E We do offer coverage. Eligible dependents are:

Legal spouse, an employees manied or unmanied children until the end of the month of their 26th birthday. Any
dependent required by State law to be covered. Same gendered domestic partners of State Classified employees.

E We do not o{fer coverage.

E lf checked, this coverage meets the minimum value standard, and the cost of this coverage to you is intended
to be affordable, based on employee wages.

** Even if your employer intends your coverage to be affordable, you may still be elioible for a premium
discount through the Marketplace. The Marketplace will use your household income, along with other factors,
to determine whether you may be eligible for a premium discount. lf , for example, your wages vary Irom
week to week (perhaps you are an hourly employee or you work on a commission basis), il you are newly
employed mid-year, or if you have other income losses, you may still qualify for a premium discount.

lI you decide to shop for coverage in the MarketDlace, Hgalthcarg.Oov will guide you through the process. Here's the
employer information you'll enter when you visit Healthcatg.Oov to find out if you can get a tax credit to lower your
monthly prem iums.

3. Employer name

Colorado School of Mines
4. Employer Identification Number (EIN)

846000551

Street

Golden 80401
covera9e



The information below corresponds to the
employers, but will help ensure employees

Marketplace Employer Coverage Tool. Completing this section is optional lor
understand their coverage choices.

13. Is tte employee currendy elagible for coverage olfered by this employer, or wlll the employee be etiglble in
tlle next 3 months?

tr Yes (Conunue)
13a, If the employee is not eligible today, induding as a result of a waitng or probationary period, when is the

employee eligible for coverage? (mm / dd / yyry) (Continue)
tr ]{o (STOP and return this form to employee)

lf the plan year will end soon and you know that the health plans oflered will change, qo to question 16. lf you don't
know, STOP and return lorm to employee.

16. what d)ange will the employer make for the new plan year?
D Employer won't offer health coverage
tr Employer will slart offering health coverage to employees or change the premium for the lowest-cost plan

available only to the employee that rneets the minimum value standard,* (Premium should reflect the
discount for wellness programs. See question 15.)

a. Hovt, mudr would the emplolree have to pay in premiums for this plan? f
b. How often? E weekty 'flevery 

2 weLki ETwicea tnonth E Monthly E Quarterly E Yearlv

. An emptoyor-sponsored heatth ptan me€rs rhe "minimum valu€ standard' il lhe plan's shar€ of ths total allowed b€nerit costs covered bv

the ptan is no t6ss than 60 percent of such costs (Section 368(c)(2)(C)(ii) ol the lnt€rnal Rsvenue Code ol 19ao)

14. Does the emplq€r ofrer a health plan that rneets the minimum value standard*?
E Yes (Go to question 15) E No (STOP and rebJm form to emplo)€e)

15. For the lowest-cost plan that meets the minimum \ralue standard* oflered only to the employe€ (don't indude
iamily plans)r If the employer has wellness p.ogram+ provide the premium that the employee would pay if he/ she
received the maimum discount fo. any tobacco cessation programs, and didn't receive any other discounts based on
wellness programs.
a. How much would the have to pay in for this plan?
b. How often? Every 2 weeks a rnontfr
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1.

2.

Log on to your trailhead account.
Proceed to the Self Service menu by clicking on the Self Service button in the upper left box of the screen.

$rnerrxeeo

Proceed to the Employee tab by clicking on the tab along the top or the link under the menu.
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4. Click on the first link under the Employee menu called "Hourly Time Sheet Entry."

Select the appropriate position AND time period from the drop-down menu under "Pay Period and
Status," and then click on the Time Sheet button.

lI.{-r
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6. To enter the times you have worked, click on the 'Enter Hours' llnk under the appropriate day (each

day has its own link). Also,the "Next" button movesyoutothe end ofthe payperiod.

l.E. -.!.r.h.r-.4-
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7. lnput your ln and out times, includin8 the minutes (i.e., if you started workin, 
" 

, il*- .r" ,"rrl 
'

8:00 AM, NOTjust "8"). Click'tave" when you're finished with that day.
. rNOTE*AILTIME MUST BE ENTEREDASTHE FIRST SHIFT

Click on the time sheet button to return to the originaltime sheet pa8e.
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8.
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9. After all houn worked duringthe pay period have been entered, click "Submit for ApprovaP.
(Please note the "Submit by Date" deadline).

EgE ': -Qreerr,neeo
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"Zero hour" Timesheet lnstructions:
Log into trailhead

1.

2.

3.

4.

5.

5.

Log into trailhead
Select the "employee" tab
Select "timesheet',
Select the correct pay period

Select the position and open the timesheet
Click the "submit'' button. You will get a warning that reads "No hours entered". This

is okay because you did not work any hours.
Exit the timesheet by selectint the "back to trailhead" tab at the top of the page or by
exiting out of trailhead altogether.
The timesheet will go to an "erro/' status and that is correct.

7.

8.

PLEASE NOTE:

Electronic Timesheets are due by the "Submit By Date" deadline, which is 2 business days after
the end ofthe work period. For example, atimesheetfrom December l't to December 15s
must be submitted by December 17tr at 11:59 pm, midnight.
lf you do not submit your electronic time sheet before the "Submit by Date" deadline, you
cannot submit electronically and will have to wait for the next supplement payroll.

Holidays will have more strict submission cutoff dates. Please see the "semi-Monthly Payroll
Schedule" for a breakdown of Semi-Monthly deadlines.
You can always submit timesheet early!



Year SM
#

ENO OF PAY
PERIOD

STUDENT
SUBMISSION

DEADLINE

APPROVAL
DEADLINE

PAYDATE

2019 15 7t31t2019 8t212019 8t5t2019 8t1512019

2019 16 8t1512019 8t1712019 8t20t2019 8t30t2019

2019 17 8t31t2019 9t212019 9t5t2019 9t13t2019

2019 18 9t1512019 9t17 t2019 9t20t2019 9t30t2019

2019 19 9t30t2019 10t2t2019 10t5t2019 10t15t2019

2019 20 10t15t2019 10t17t2019 10t20t2019 10t31t2019

2019 21 10t31t2019 1112t2019 11t5t2019 11t15t2019

2019 22 11t1512019 1tl15/2019* 1111712019"*1 11129t2019

2019 .., 11t3012019 12t212019 12t5t2019 12t13t2019

2019 24 12115t2019 12t16t2019* 12117t2019* 12t3112019

2020 1 12t31t2019 1t2t2020 1t5t2020 1t15t2020

2020 2 1115t2020 1117t2020 1120t2020 1t31t2020

2020 3 1t3112020 2t2t2020 2t512020 2114t2020

2020 4 2t15t2020 2t17t2020 2t20t2020 2t28t2020

2020 2t29t2020 3t2t2020 3t512020 3t1312020

2020 6 3t15t2020 3117t2020 3t20t2020 3131t2020

2020 7 3t31t2020 4t2t2020 4t5t2020 4t15t2020

2020 8 4t15t2020 4t1712020 4t20t2020 4t3012020

2020 o 4t30t2020 5t2t2020 5t5t2020 5t15t2020

2020 10 5t15t2020 5117t2020 5t20t2020 5129t2020

2020 11 5t31t2020 6t2t2020 6t5t2020 6t15t2020

2020 12 6t15t2020 6t17t2020 6t20t2020 6t3012020

2020 13 6t30t2020 7t2t2020 7t5t2020 7t15t2020

2020 14 7t15t2020 7t17t2020 7t20t2020 7t3112020

SEMI MONTHLY PAYROLL SCHEDULE 20119.2020

"'lndicates early submission and aPproval required so paychecks can be process prior to break.

As a general rule, students have two calendar days to submit their timesheet and suPervisors have five
calendar days to approve. The payroll office will communicate with students and supervisors if
additional days will be authorized.


