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WILLIAM RAINEY HARPER COLLEGE 

34 W. PALATINE RD. • PALATINE, ILLINOIS 60067 e AREA CODE 312 358-9100 

June 16, 1967 

Board of Trustees 

Dear Trustee: 

Enclosed is the agenda and supporting materials for the 
regular board meeting of June 22. You will note that 
Exhibits B, C-1, and D will be hand carried to the board 
meeting since all information will not be in until 
June 21. 

Under "Other Items" Attorney Hines will be prepared 
to make a recommendation on extended insurance coverage 
on the Jayne barn for the months of July and August. 
We will ask for board direction on Attorney Hines' re­
commendation. 

I look forward to seeing you on June 22, 1967 at eight 
o'clock in the evening, 799 West Kensington Road, Mount 
Prospect. 

Sincerely, 

Robert E. Lahti 
President 

REL: eaw 
Enclosures 



WILLIAM RAINEY HARPER COLLEGE 
BOARD OF JUNIOR COLLEGE DISTRICT 512 

COUNTY OF COOK, STATE OF ILLINOIS 

Minutes of the Regular Board Meeting, Thursday, June 22, 1967. 

CALL TO ORDER: 

ROLL CALL: 

MINUTES: 

The regular meeting of the Board of Junior College 
District No. 512, was called to order at 8:10 p. m. 
at 722 West Kensington Road, Mount Prospect, 
Illinois, by President Haas. 

Present: 
Absent: 

Haas, Johnson, O'Dea, and Nicklas. 
Hansen and Hamill 

Also present: Joseph B. Gatts, Insurance Consultant, 
Elmer Rowley, Dean of Joliet Junior College, R. M. 
Whitaker, Secretary, Wm. Glasscock, President, L. W. 
Ingmere, Vice President, Allen Holler, Member, Board 
Members of Joliet Junior College, District 525: 
Charlene Baron, League of Women Voters: Ralph P. 
Klatt, Des Plaines Suburban Times: Elizabeth Alanne, 
Day Publications: W. J. Vanderen and Betty J. 
Vanderen, Citizens of Mount Prospect: Elaine Mehlman, 
Paddock Publications, Inc. : Don Misic, Dr. Herbert 
Pankratz, John H. Upton, Anton A. Dolejs, and Eleanor 
A. Williams, Harper College. 

The minutes of the regular board meeting of June 8 
were read and corrected as follows: 

Member Johnson referred to page 2, paragraph 7, and 
indicated the word "only" be eliminated. 

Attorney Hines concurred and reconstructed the para­
graph to read as follows: 

"Attorney Hines indicated that the requirements to 
qualify for membership on the Board of Junior College 
District No. 512 were: 

1. One year residenc y within the chart of the
district.

2. Must be a citizen of the United States.
3. Must be 21 years of age.
4. Must not be a member of a common school

board. "
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MINUTES: 
(Continued) 

INVOICES: 

Member Johnson moved and Member Nicklas seconded 
the motion to approve the minutes of June 8, 1967 
as amended. 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Johnson, O'Dea, and Nicklas 
None 

Member Johnson moved and Member O'Dea seconded the 
motion to approve the payroll of June 30, 1967 in 
the amount of $26,749.20. 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Johnson, O'Dea, and Nicklas 
None 

Member Hansen entered the meeting at 8:19 p. m. 

Dr. Lahti commented on the check made payable to the 
Holiday Manufacturing Company in that this check 
will be held for payment until June 29. At this 
time, construction on the mobile units at Elk Grove 
should be advanced enough to warrant payment in the 
amount of $100,000. 

Member O'Dea inquired as to who is representing us 
in the supervision of the construction of the mobile 
units. Dr. Lahti informed the board that Dr. Perry 
and Mr. Misic have undertaken this project until 
such time as our Supervisor of Buildings and Grounds 
is employed. 

Mr. Haas inquired as to the impression Mr. Misic has 
on those units now completed. Mr. Misic replied 
that the units are being constructed according to 
specifications and have a good appearance. Weather 
permitting and barring any unforseen obstacles, all 
eight units should be completed by July 3. 

Mr. O'Dea asked if our catalog printing bills were 
being paid on current basis. He was informed that 
all bills were up to date. 

Member O'Dea inquired about the telephone bill in 
the amount of $27.97. Mr. Dolejs replied this bill 
was a supplementary bill and the new invoice was 
received too late to be entered on this listing. 
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INVOICES: 
{Continued) 

Member Johnson inquired if library rental costs 
anticipated from District No. 214 for 1967-68 
were due and payable on July 1, 1967. 

Dr. Lahti replied the library rental fee has been 
pro-rated for the year with other rental fees 
tentatively to be paid at the end of the year. 

Member Johnson indicated he would like to have the 
payments encumbered on a monthly basis with a 
final adjustment at the end of the academic year. 

Member Johnson also referred to the George Jayne 
listings and inquired if these were the result of 
the division of George Jayne's and our share of 
the tax bill. 

Frank Hines replied the purchase price had been 
reduced accordingly, therefore we have to pay the 
taxes for the calendar year of 1966. 

Dr. Lahti referred to the invoice from Caudill, 
Rowlett, and Scott and informed the board the amount 
of $44,349.40 included construction drawings com­
pleted on April 15. 

Member O'Dea moved and Member Johnson .seconded the 
motion to approve for payment the Educational Fund 
Invoice Listing in the amount of $18,775.37. 

Upon roll call, the vote was as follows: -

Aye: 
Nay: 

Haas, Hansen, Johnson, O'Dea, and Nicklas 
None 

Member Hansen moved and Member Johnson seconded the 
motion to approve, for payment, the Building Fund 
Invoice Listing, in the amount of $1,303.67. 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Hansen, Johnson, O'Dea, and Nicklas 
None 

Member Hansen moved and Member Johnson seconded the 
motion to approve for payment, the Site & Construction 
Fund Invoice Listing in the amount of $153,281.11. 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Hansen, Johnson, O'Dea, and Nicklas 
None 
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COMMUNICATIONS: 

NEW BUSINESS: 
1967-68 Adminis­
trative Salary 
Schedule 

Secretary Nicklas read the following communications: 

A letter from State Representative Eugene F. Schlick­
man thanking John Haas for his communication concern­
ing House Bill 2221. 

A letter to John Haas from David Regner, State 
Representative, thanking him for his communication 
concerning the biennial appropriation for junior 
college construction and Senate Bill 515. 

Dr. Lahti presented to the board the 1967-68 
Administrative Salary Schedule and commented that 
recommendations were based on individual performance 
on the job and understanding of the job. Adjustments 
in some instances were made to keep certain positions 
competitive with other junior colleges in the state. 

The administrators have been informed that salary 
increases recommended this year include adjustments 
to a very competitive market and will not follow a 
similar pattern in the future. Reference was made 
to the salary and fringe benefit survey Dr. Lahti 
made of junior colleges in Illinois. 

Member Johnson moved and Member Hansen seconded the 
motion to approve the Administrative �alary Schedule 
for the 1967-68 fiscal year as follows: 

Position 

Dean of Instruction 
Dean of Students 
Director of Admissions 

and/or Registrar 
Dean of Business 
Director of Institutional 

Development and Comm.Relations 
Director of Research & Data 

Processing 
Director of Nursing Education 

1967-68 Salary 
Recommendation 

$19,200. 00 
19,200. 00 

15,400. 00 
19,500. 00 

15,400. 00 

15,500. 00 
13,000. 00 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Hansen, Johnson, O'Dea, and Nicklas 
None 
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NEW BUSINESS: 
(Continued) 

1967-68 Classi­
fied Salary 
Schedule 

Dr. Lahti presented to the board the 1967-68 
Classified Salary Schedule and Job Descriptions. 
Dr. Lahti commented that much time had been 
spent by Dr. Perry and Mr. Dolejs in establishing 
this schedule. The adequacy of the schedule was 
checked with the Northwest Suburban Industrial 
Council, District No. 214, and a large loop office. 
He stated that he felt the schedule was reasonable 
and competitive. 

Member O'Dea inquired as to the rationale of depth 
between the salary schedule and the salary range. 
Dr. Lahti gave his explanation and commented that 
the board reserves the right to decrease or increase 
the salary schedule. 

Member Johnson inquired what percentage was used to 
establish increases. Mr. Dolejs responded that the 
following percentage step was used: 6%, 5%, 5%, 
4%, and 4%. 

Member Hansen wanted to know if all new personnel 
would move to the first step on the salary schedule 
after completing 90 days of employment. Mr. Dolejs 
informed him that only those starting at the entry 
rate and completing a satisfactory probationary 
period would qualify for this increase. 

Member Johnson moved and Member Hansen seconded the 
motion to approve the 1967-68 Classified Salary 
Schedule as follows: 

Classi-
fication Entry 1 2 3 ---'4'----- 5 6 7 8 

2 $337.50 $350.00 $375.00 $400.00 $425.00 

4 

6 

8 

10 

362. 50 375. 00 400. 00 425. 00 450. 00 475.00 

387.50 400.00 425.00 450.00 475.00 500.00 525.00 

412.50 425. 00 450.00 475. 00 500.00 525.00 550.00 575. 00 

437. 50 '450. 00 475. 00 500. 00 525. 00 550, 00 575. 00 600. 00 625. 00 

Title 
(Key Punch I (Trainee) 

(Clerk I 

(Key Punch II 
(Library Clerk I 
(Dupl. Machine Operator 
(Clerk II 

(Clerk-Typist I 

(Key Punch II ··· ·· 
(Library Clerk II 

(Receptionist-Typist 

(Acct. Clerk-Typist I 

(Machine Operator I UnitRecord 
(Clerk-Typist II 

(Clerk-Steno 
(Account Clerk Typist II 
(Machine Operator II - Console 
(Secretary I 

(Secretary II 
(Cashier 
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NEW BUSINESS: 
(Continued) 
1967-68 Classi­
fied Salary 
Schedule 
(Continued) 

Fringe 
Benefit 
Program 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Hansen, Johnson, O'Dea, and Nicklas 
None 

Mr. Gatts, Insurance Coordinator, reviewed the Harper 
College Fringe Benefit Program for the board. Bids 
were sent to thirteen insurance companies of which 
seven responded. Of the responding companies, the 
Aetna and Prudential Insurance Companies were sent 
new employee data for a rebid. The following major 
items were presented and discussed: 

1. Group Term Life Insurance
2. Accidental Death and Dismemberment
3. Weekly Acciden t & Sickness
4. Major Medical
5. Long Term Disability.

Member O'Dea stated that on September 1, 1966, cut­
back on disability was at age 65 with 5�/o or a 
maximum of $140. per week in benefits in comparison -
with todays recommendation of 60% and maximum bene­
fits of $800. Mr. Gatts explained the increase in 
benefits is because insurance coverage is now quoted 
on a larger group coverage. 

Member Nicklas inquired as to the length of service 
required prior to coverage. At present all individuals 
are covered on the effective date of employment. 
Faculty members are being covered as soon as they are 
entered on the payroll regardless of the date of 
contract. 

Member Hamill entered the meeting at 9:10 p.m. 

Mr. Gatts informed the board that insurance companies 
are recommending a waiting period for new employees 
before coverage is effective. 

Member Johnson remarked that where there is a waiting 
period, there is generally confusion, therefore, he 
felt the individual should be covered immediately 
upon employment. 



Minutes, Regular Board Meeting, June 22, 1967 7. 

NEW BUSINESS: 
Fringe Benefit 
Program 
(Continued) 

Bid Award: 
Office Furniture 
and Equipment 

Mrs. Nicklas inquired as to the average percentage 
of participation on the part of the employer in the 
State of Illinois. Mr. Gatts informed the board 
that where there are unions, employer participation 
is lO�fo, which is the prevailing trend. 

Member Nicklas inquired as to how and when we might 
qualify for a premium decrease. Mr. Gatts explained 
that a decrease in premium cost is dependent upon 
the insurance company's experience in the number of 
claims and extent of expenditures. 

President Haas inquired as to board members' opinions 
relative to the percent of contributory coverage on 
the part of the board. A brief discussion ensued. 

Member Hansen moved and Member Nicklas seconded the 
motion to adopt the Fringe Benefit Program as out­
lined with the provision that employees contribute 
40% of dependent coverage. 

Upon roll call, the vote was as follows: 

Aye: 
Nay: 

Haas, Hamill, Hansen, and Nicklas. 
Johnson and O'Dea. 

Dr. Lahti presented the bids for office furniture 
and equipment, along with a tabulation of the 
results, explaining that the purchase of furniture 
is being coordinated with our permanent facilities. 

Mr. Misic explained the awarding of bids was broken 
down into four categories as follows: Educational 
and Institutional Cooperative Service $20,474. 64, 
Universal Stationer's $5,308. 19, Henrickson & Company 
$1,866. 28, and Allied School Equipment $186. 00. The 
board was informed that Harper College had joined 
Educational and Institutional Cooperative Service 
a short time ago as their prices are very competitive 
and costs are lower than local dealers. 

President Haas inquired as to the rate of patronage 
refunds from E. & I. Mr. Misic replied one is never 
sure. 

Member Nicklas inquired as to the number of stacking 
chairs ordered and commen ted she felt we could do 
better on the price of this type chair. 
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NEW BUSINESS: 
Bid Award: 
Office Furniture 
and Equipment 
(Continued) 

Bid Award: 
Instructional 
Equipment & 

Supplies 

Member Johnson moved and Member O'Dea seconded the 
motion to accept the low bids on office furniture 
and equipment as follows: 

Educational & Institutional 
Cooperative Service • • • • • 

Universal Stationer's • • •

• • $ 2 0 1 4 7 4 • 64 
. • • 5,308.19 

Henrickson & Company . • • 
Allied School Equipment • •

• • • 1,866. 28 
• • • 186.00 

Upon roll call, the vote was as follows: 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas 

Nay: None 

Dr. Lahti presented the bids on Instructional 
Equipment and Supplies. 

Member Johnson inquired what figure was used for 
FTE in ordering these supplies. Dr. Lahti replied 
that 800 is what we are using at present. 

Member Johnson moved and Member O'Dea seconded 
the motion to accept the low bids on instructional 
equipment and supplies as follows: 

Section 1 - Scientific Glass Apparatu's 
Company • • • • • • • . • •  $ 777.71 

Section 2 - Triarch • • • • • • • • . • 2,639.25 
Section 3 - General Biological Supply 

House . • •  $3,046. 04 
Ward's Natural Science 
Establishment $1,740.23 

Section 4 - Central Scientific 
$1,488.29 

LaPine Scientific Co. 
$438.90 

Ward's Natural Science 
Establishment $3,696.08 
Welch Scientific $3,355.03 

Section 5 - E. H. Sargent & Company 

Upon roll call, the vote was as follows: 

4,786.27 

8,978.30 
9,613. 82 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas. 

Nay: None 
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NEW BUSINESS: 
Purchase of 
College Delivery 
Vehicle 

Personnel: 
Appointment of 
Supt. of Bldgs. 
and Grounds 

Dr. Lahti reviewed the needs for a delivery vehicle� 
outlining the results of the bid requests as follows: 

Arlington Park Dodge 
Palatine, Illinois • • • . 
Bob Burrow Chevrolet, Inc. 
Barrington, Illinois • • • • 
Lattof Chevrolet 

$2,082.06 

Arlington Heights, Illinois 
George Poole Ford 
Arlington Heights, Illinois. 

2,149.18 

N.B. 

2,139.00 

Member Hamill asked if bid quotations were advertised 
in the newspapers. Mr. Misic informed the board that 
bid quotations were advertised in local papers only. 

Member Hansen moved and Member Hamill seconded the 
motion to purchase the college delivery vehicle from 
the lowest bidder, Arlington Park Dodge, Palatine, 
Illinois at their bid of $2,082.06. 

Upon roll call, the vote was as follows: 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas. 

Nay: None 

Dr. Lahti presented a brief description of Mr. Robert 
J. Hughes, Sr., candidate for the position of Super­
intendent of Buildings and Grounds. Dr. Lahti em­
pahsized the importance of this position, commenting 
that of fifty-eight applicants, thirteen had been 
interviewed and of these, the three finalists were 
further interviewed by a professional engineer and 
a professional architect in the construction field. 
Dr. Lahti recommended a starting salary of $13,500, 
with a starting date of not later than August 1, 1967. 

Member Johnson inquired about moving expenses. 

Dr. Lahti felt that an allowance of $500.00 be 
authorized for Mr. Hughes. 

Member O'Dea commented on the number of job changes 
Mr. Hughes had made. Dr. Lahti responded that each 
change was a step up for him. 
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NEW BUSINESS: 
Personnel: 
Appointment of 
Supt. of Bldgs. 
and Grounds 
(Continued) 

1966-67 Budget 
Adjustment 

Member Hansen moved and Member O'Dea seconded the 
motion to approve the employment of Mr. Robert J. 
Hughes, Sr. , as Superintendent of Buildings and 
Grounds, at an annual salary of $13,500 and an allow­
ance of $500. 00 for moving expenses, effective not 
later than August 1, 1967. 

Upon roll call, the vote was as follows: 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas 

Nay: None 

Dr. Lahti presented the adjustments in the 1966-67 
Educational and Building Funds Budget. Due to the 
difficulty of predicting exact financial requirements 
budget adjustments have to be made at the end of each 
fiscal year. 

Member Hamill moved and Member Hansen seconded the 
motion to approve the 1966-67 Educational Fund and 
Building Fund budget adjustment as follows: 

Educational Fund 

Total administrative expenses 
Total instructional expenses 
Fixed Charges 
Provision for contingencies 

Building Fund 

Total operating expenses 
Total maintenance expenses 
Total fixed charges 
Provision for contingencies 

Increase 

$ 8,945. 80 
3,600. 00 

100. 00 

$12,645. 80 

Increase 

$ 4,500. 00 
600. 00 

$ 5,100. 00 

Upon roll call, the vote was as follows: 

Decrease 

$ 

12,645. 80 

$12,645. 80 

Decrease 

$ 3,871. 00 
1,229. 00 

$ 5,100. 00 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, and 
Nicklas 

Nay: None 
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NEW BUSINESS: 
Personnel 
Recommen dation: 
Appoin tment of 
Assistan t Dean of 
Transfer Program 

Insurance on 
Jayne Barn 

Drs. Lahti an d Pan kratz presented a brief resume of 
the candidate for the position of Assistan t Dean of 
Transfer Programs. 

Dr. G. Ken neth An deen, who received his Ph.D. Degree 
from Columbia University in the area of curriculum 
an d higher education in 1952, is at present the 
president of Bethany College, Lindsborg, Kansas. 

Member O'Dea moved an d Member Nicklas seconded the 
motion to approve the employment of Dr. G. Kenneth 
Andeen, as Assistant Dean of Transfer Program, at 
an annual salary of $18,000., effective no later than 
August 15, 1967, for the 1967-68 fiscal year. 

Upon roll call, the vote was ·· 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas 

Nay: Non e 

Attorn ey Hines commen ted on the in surance coverage 
for the Jayn e barn located on the college site. The 
barn is presently insured but coverage is in adequate 
so much so that the barn is con sidered a risk. The 
original agreement was that Mr. Jayne would vacate 
the premises on August 31 but he now wants to remain 
until September 30. In return for this gesture, he 
agrees to allow us to occupy on e-half of the premises 
on August 1. This would have the effect of pro­
longin g the period to be covered by higher insurance 
rates but Attorney Hines feels we are gaining more 
than we are giving in this transaction. 

Member Nicklas asked when our data processing equip­
men t will be in the barn and if this equipment is 
insured. Attorney Hines responded the equipmen t 
will be in the barn on August 1 and this equipment 
is in sured. Dr. Lahti stated this area is adequate 
for our Data Processing Program for the next two years. 

Member Johnson moved and Member Hansen secon ded the 
motion that we agree to Mr. Jayne's request to extend 
his occupancy of the barn one month an d we move up 
the occupancy of our one-half of the barn by one 
month. 

Upon roll call, the vote was _, 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas 

Nay: None 
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Insurance on 
Jayne Barn 
(Continued) 

PRESIDENT'S 
REPORT 

Member Hansen moved and Member O'Dea seconded the 
motion to insure the Jayne barn up to 8�/o of the 
appraised value. 

Upon roll call, the vote was as follows: 

Aye: Haas, Hamill, Hansen, Johnson, O'Dea, 
and Nicklas 

Nay: None 

Dr. Lahti reported on the progress of state legis­
lature as follows: 

Omnibus Bill 
No. 1235: 

Bill 1238: 

Bill 1820: 

Bill 2227: 

Bill 2221: 

Bill 515: 

Passed both houses and waiting for 
the governor's signature. 

Annexation to junior colleges, 
procedure. Passed both houses. 

Providing a district operating a 
college to prorate the capital fund 
expenditures in the charge-back. 
We will receive the formula. 

State apportionment bill on operation. 
Adjourned for a second reading. 

Passed House with an appropriation of 
$125,000,000. 

Second reading in the house. Trying 
to reduce appropriation from $8,000,000. 
to $4,000,000. ; the general agreement 
was to reduce the appropriation to 
$6,000,000. If reduced to $6,000,000. 
we shall receive full refunding on 
amounts paid by the board in the past 
year. 

Dr. Lahti was informed by Ed Finlay that the final 
drawings are still at HUD and should clear by next 
week. We should be able to go out forbids the first 
or second week in July. 

Member O'Dea inquired if we would be discussing 
curriculum at the second board meeting during July 
and August. 

Dr. Lahti responded that we would if the administra­

tors are given some aspects as to what the board 

members want to discuss. 
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PRESIDENT'S 
REPORT 
(Contin ued) 

Dr. Pankratz commented that Mr. cunningham and 
himself are the only staff members available in 
July because the full staff does not report un til 
August. Departmen tal chairmen will report on 
August 7 and the faculty will report on August 21. 

Dr. Lahti in formed the board that our FTE has been 
increased from 800 to 1000. 

State legislature defeated the bill for moveable 
equipment. 

Member Nicklas in quired as to the date of the public 
budget hearing. The board was informed the date of 
the budget hearing was established as August 10, 1967. 

Member O'Dea referred to faculty orien tation an d 
commented the board should have a dinner scheduled 
with the faculty, at the en d of the orientation 
period. 

Dr. Lahti agreed that a faculty-trustee dinner is very 
significant and the opportune time would be at the 
completion of the orientation period. Dr. Lahti 
volun teered his wife's services as coordinator for 
this dinner. 

Member Johnson moved and Member O'Dea secon ded the 
motion to arrange for a faculty-trustees dinner the 
latter part of August, Dr. Lahti to make final 
arrangements. 

Motion un an imously carried. 

President Haas reported on the appoin tment of a 
trustee for the position created by Mr. A. Bernstein . 
It was felt the meeting be adjourned to a specific 
date to han dle or take care of any other action. 

At 11:23 p. m. , Member Nicklas moved an d Member Johnson 
seconded the motion to adjourn the meetin g to 
Thursday, June 29, 1967, at the Admin istrative Offices 
of Harper College, 34 West Palatine Road, Palatine, 
!llinois, at 8:00 p. m. Motion un animously carried. 
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FOR BOARD ACTION: 

I. Subject 

EXHIBIT A-2 
June 22, 1967 

Proposed 1967-68 salary schedule for classified employees 
of Harper College. 

II. Reason for Consideration by the Board

As the number of classified employees is on the increase, 
it becomes increasingly important to establish initial job 
descriptions, job classifications, and related salary re­
quirements in order to establish an equitable and consistent 
pattern of salary adjustments. 

III. Information

The accompanying job descriptions and salary schedule is a 
result of considerable study and contemplation on the part 
of the administration and representatives of the classified 
employees. 

Information obtained from the Midwest Suburbs Study, The 
Northwest Industrial Council and surrounding public schools 
was used as guidelines in developing what we feel is a reason­
able salary schedule. 

IV. Summary 

In view of the aforementioned information, this schedule
represents what we feel is a reasonable approach to the
problem of providing equitable salaries for classified em­
ployees and yet reflects fiscal responsibility in terms of
comparable initial and projected salary costs.

V. Recommendation 

The president recommends that the Board of Trustees adopt 
the accompanying 1967-68 salary schedule for classified 
personnel. 
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KEY PUNCH - CLERICAL I (TRAINEE) 

Duties 

Operates key punch machine.and verifier, forms burster, 

and decollator. Distributes forms, reports, and completed 

key punched cards. 

MinLmum Qualifications 

High school graduate. Typing speed of 40 WPM.



CLERK I 

The Clerk I under direct supervision performs routine clerical

duties as follows:

A. Filing 

B. Routine record keeping 

C. Receive and relay telephone and verbal messages 

D. other routine clerical work as required 

Qualification: High school graduate. 



KEY PUNCH - CLERICAL II 
, 

Duties 

Operates key punch machine and verfier. Punches and loads 

program drum card to control duplication and spacing.. Required 

to work within established standards of accuracy and speed. 

Minimum Qualifications 

One year college or technical school training in key punch

or key verifier operation or one year experience as a key 

punch operator. 



LIBRARY CLERK I 

The Library Clerk I is assigned specific routine duties 

such as the following: 

A. Type, file, and order LC cards. 

B. Process books for circulation (paste, label, 

stamp, mark) . 

C. Mend and repair materials. 

D. Type and file purchase orders, book request 

letters and other materials. 

E. Charge out books, slips and traces. 

F. Read the shelves. 

G. Processes order requests ��th the aid of 

publisher's catalog and library bibliographer 

books. 

Qualifications: High school graduate. Basic knowledge of 

the elements of good English, spelling and arithmetic. 

Minimu.11 typing speed 40 WPM.



DUPLICATING MACHINE OPERATOR 

The Duplicating Machine Operator under general supervision 

operates a variety of duplicating equipment and performs 

related work as required. Examples of the duties to be

performed are as follows: 

I 

A. Operate mimeograph, ditto, photocopy, and 

multilith machines. 

B. Collates (hand or machine ) , assembles, binds 

and staples reproduced materials. 

C. Files plates and stencils. 

D. Keeps machines clean and reports need of 

machine repairs. 

E. Keeps supplies and paper stock in order and 

requisitions supplies as required. 

F. Performs duties of mail clerk. 

Qualification: Background of education and experience 

equivalent to a high school education. Previous experience 

in operation of one or more duplicating machines. The desire 

and ability to learn the proper operation of all duplicating 

equipment. 



CLERK II 

The Clerk II under supervision performs routine clerical 

duties as follows: 

A. Same as for Clerk I. 

B. Operate various office machines.

C. Keep inventory records when necessary. 

Qualification: High school graduate and a minimum of one 

year of general office experience. 



CLERK - TYPIST I

The Clerk Typist I under direct supervision types a variety 

of materials and performs routine clerical duties such as:

A. Typing. 

B. filing. 

C. Routine record keeping. 

D. Receive and relay telephone and verbal messages. 

E. Other clerical work as required.

Qhalifications: High school graduate. Basic knoHledge of 
i 

the elements of good English, spelling and arithmetic. Able

to type from clear copy a minimum of hO words per minute. 



KEY PUNCH - CLERICAL III 

Duties 

In addition to performing duties.listed for II, coordinates 

and assigns key punch duties. May operate machines that 

sort, merge , or match punchcards into specified groups. 

Minimum Qualifications 

One year of college or technical school training in key 

punch, a key verifier, and unit record equipment operation. 

May substitute training with three years experience as key 

punch operator. 

t 

l 
l 

I 



LIBRARY CLERK II 

The Library Clerk II under general supervision, performs 

the following duties: 

A. Same as Library Clerk I, but performs more of 

the non-routine functions. 

B. Supervises other clerks and student aids. 

Qualifications: High school graduate. Basic knowledge of 

the elements of good English, spelling and arithmetic. 

Minimum typing speed of 40 WPM. Previous library experience 

with ability to supervise others. 



RECEPTIONIST - TYPIST 

The Receptionist under general supervision performs the 

following duties: 

A. Greets visitors, provides information and/or

refers them to the person or per s ons they 

wish to see. 

B. Receive and relay telephone and verbal messages. 

c. Routine clerical work and typing that can be

handled in her immediate area.

D. Keep sufficient descriptive literature 

available for visitors.

Qualifications : High school education. Minimum typing speed 

40 words per minute.

I 
\ 



L-

ACCOUNT CLERK TYPIST I 

The Account Clerk Typist I under direct supervision performs 

a variety of duties such as: 

A. Routine typing and record keeping. 

B. Operation a! adding machine (may learn on Job). 

C. Routine clerical duties • 

D. Filing. 

Qualification: High school graduate. Minimum typing speed 

40 W.P.M. Interest in Arithmetical computation. 



MACHINE OPERATOR I - UNIT RECORD EQUIPMENT 

Duties 

Must be able to operate sorter, collator, interpreter, and 

accounting machine, as well as, key punch machine, burster, 

and de collator. Must be able to perform duties in accordance

with flow-charted operational instructions and associated 

written procedural instructions. Starts machine and observes 

operation, perceiving indications of operational errors. 

Wires plugboard, making circuit connections according to 

prepared diagram or other instructions. Verfies plugboard 

wiring to correct printing e rrors. 

Minimum Qualifications 

One year of college or technical school training in data 

processing or three years experience as a tabulating 

equipment operator. 



CLERK- TYPI S T  I I  

DUTI ES 

Under supervi s i on , type s a var i ety o f  m at e r i al s  and per form s 

r outin e c l e r i c al dut i e s  wh i ch inc lude : 

A .  Typing 

B .  F i l ing 

c .  Rou t in e  r e c o r d  k e eping 

D .  Re c eive an d r el ay t e l ephon e and verb al 
me s s ag e s  

E .  Oth er c l er i c al work a s  requ ir ed 

F .  Ope r a t e  var i ou s  o f fi c e  m ach in e s . 

QUAL I F ICAT I ONS 

High s cho o l  gr adu at e . B a s i c  kn ow l e dg e o f  the e l ement s o f  

good Engl i sh ,  spe l l ing , and ar i thme t i c . Ab l e  t o  type from 

c l e ar copy a min imum o f  5 0  wor d s  p er minut e . 



CLERK - S TENOGRAPH ER 

DUT I E S  

Und e r  sup e rv i s i on , t ak e s  and tr an s cr ibe s  di ct at ion and p e r -

form s v ar i ou s  c l er i c al dut i e s  a s  f ol l ow s : 

A .  F i l ing 

B .  Record K e eping 

c .  Typing 

D .  Re c e iv e  and r e l ay t e l ephon e and verb a l  
m e s s ag e s  

E .  Operate o f f i c e  m ach in e s 

F .  P er fo rm spe c i a l  a s s ignment s . 

QUAL I F I CAT I ONS 

H i gh s choo l  gr adu at e . Min imum of on e y e ar g en e r a l  o f fi c e  

exp er i en c e . Type a min imum o f  50 wor d s  per minute an d t ak e  

d i ct at i on a t  a r at e  o f  70 wo r d s  p e r  minute . B a s ic knowl e dg e ·

o f  g o o d  Engl i sh u s ag e , spe l l in g , and ar ithmet i c .



ACCOUNT CLERK TYPI S T  I I  

DUTI E S  

Under superv i s i on , per fo rm s  a var i ety o f  du t i e s , many o f  

wh i ch ar e o f  gr e at e r  compl exi ty th an tho s e  per formed b y  

an Account C l erk I .  The s e  wou l d  i n c l ude : 

A .  S ame a s  for Account C l e rk I 

B .  P r ep ar at i on o f  s t an d ard r eport s ,  l i st ing 
of b i l l s ,  and p ayro l l  from detai l r e c or d s  

c .  Ope r at e  var iou s o f f i ce m a ch in e s . 

D .  Mak e  m athemati c al c a l cul at i on s  an d  ch e ck 
for a c cur acy on typed r epor t s . 

E .  An aly z e  acc ount b al an c e s . 

QUAL I F I CAT I ONS : 

High s cho o l  gr adu at e . At l e a s t  two y e a r s  o f  exper i en c e  in 

a comp ar ab l e  po s it i on . S ome f orma l  tr ain ing in bo okke ep ing . 

Min imum typing spe e d  4 0  wo r d s  per minut e . 



MACHI NE OPERATOR II - COMPUTE R CONS OLE 

Duti e s  

Fol lows the proc edu r es a s  s et forth o n  operating in s truction 

she et s . Re spon s ib l e  for h avi ng the correct program . an d  

corr e c t  input da t a  fi l e  re ad . Mu st accur ately r e spond to 

program reque s t s  and properly per form vre l l-defined proced­

u r e s  in the event o f  computer ma l fun c tion s ,  operator error s , 

an d progr am h a l t s . Mu s t  r e cord d e s c r iption s o f  what h a s 

happen e d  for any j ob whi ch di d not s u c c e s s fu l ly termi n at e . 

Requi red to maintain a computer ope r ati on s  l og contain ing 

pr e - d e fin ed in formation . Requi r ed t o  accur ately iden ti fy and 

l ab e l  ou tput from j obs run o n  a production b a s i s . Abl e  to 

l o ad and oper a te a l l p e r iph e r a l  input-output devi c e s . 

Min imum Qu a l i fi c ation s 

Two y e ar s o f  co l l e g e  or techn i c a l  s choo l training in d ata  pro­

c e s s in g  o r  two y e a r s exper i en c e  a s a computer con so l e ope r a tor . 



SECRETARY I 

Under g en er a l  supervi s ion , t ak e s  and tr an s crib e s  di ctation 

and per forms duti e s  i n c ludin g : 

A .  Fun ction a s  the per s on a l  s ecret ary o f  the 

departmen t head , divi s i on hea d ,  or super-

vi sor 

B . Per form c l eri c a l  duti e s  o f  v arying compl ex i ty 

u sing i n i t i ative and good j udg ement . 

c .  Typin g  and r e cord k e eping 

D . Han d l e  tr ave l arrangemen ts  

E . B e  abl e  to an swer qu esti on s  an d keep depart-

men t ' s  work fun c t i on in g  smooth ly in the ab-

s en c e  o f  departmen t head 

F . Mak e appointmen ts  and k e ep appointmen t s ch edu l e  

for the departmen t h e a d  

· G . Per form spe c i a l  a s s i gnmen ts and other work as  

requ i r ed 

H . Operate o f fi c e  mach i n e s  

Qu a l i f i c ation : 

High s choo l gr adu ate . Min imum o f  thr e e  year s gen er al  o f f i c e  

experi en c e  wi th a t  l e a st on e y ear a s  a s e c r etary . Exc e l l ent  

knowl edge of  good Eng l i sh u s age , spe l l ing an d arithmet i c  . 

Ab l e  to type a min imum o f  6 0  words per minute an d take  di cta-

t i on at approximately 8 0  wo rd s per minute ;



SECRETARY I I  

Must b e  capab l e  o f  per formin g  a l l  th e dut i e s  o f  a S ecret ary I 

plus addition a l  duti e s  a s  fol l ows : 

A . Handl e con fiden t i a l  matter s j udi c i ou s ly 

B . I n tervi ew and s cre en o ff i c e  vi s i tor s 

c . Arr an g e  meetin g s  and con feren ce s  

D . S upervi s e other c l er i c a l  employ e e s  when 

requi red 

Qua l i fi cation s : 

High s chool  gradu a t e . Pre fer j un ior co l l ege  educ ation . Min imum 

of . four year s o ffi c e  experi en c e  wi th at l ea s t  two year s as a 

s ecr etary . Exce l l en t  knowl e dg e o f  good Engl i sh u s ag e , spe l l in g 

and a r i thmeti c . B e  ab l e  to a s sume c on s id er ab l e  re spon s ibi l i ty 

and work independen t ly . Min imum typin g spe ed o f  8 0  words per 

minute and tak e  di ctation at approximately 100 words  per minut e . 



CASHI ER 

Und e r  g en er a l supervi s i on ,  r e c e i v e s  mon ey from ,  an d di sbur s e s  

mon ey for , vari ous func t i on s .  Dut i e s  wi l l  in c lude : 

A . Receive c a sh from gen er al  r ec eipts , tui tion , 

fee s , speci a l  funds , books tor e ,  and c a fete r i a  

oper a t i on s . 

B . Pr epar e re c eipt s . 

C . Prepar e d epo s i t  s l ips  and make up depo s i t s . 

D . P r epa r e  impre s t fund ch ecks . 

E . Act a s  petty c a sh fund c u s t od i an . 

I 
Qual i fi c ation : 

I 
Hi gh s choo l gr adu ate . Accountin g tr a in i ng on th e Jun ior Co l l ege  

l ev e l . Shou l d  h av e  at l e a s t  two y e a r s  bus in e s s  training wi th 

on e year in a compar ab l e  po s i ti on . 
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E XHIB IT B 

To be hand carried to the meeting, June 22 , 1967 



E X HIBIT C-1 

To be hand carried to the meeting, June 22 , 1967 



I . SUBJECT 

June 2 2 , 1 967 
BOARD ACTION 
EXHIBIT E 

Appointment of an individual to the position of Superintendent of 
Buildings and Grounds for Harper C ollege . 

II . REASON FOR CONSIDERATION BY THE BOARD 

This position was authorized by the Board of Trus tee s  on March 9 ,  1 967 ,  
for the purpose of coordinating all construction developments related 
to Harper College . The salary range es tablished for this position 
was from $1 0 , 000 to $1 3 , 000 annually . 

III • INFORMATION 

A total of fifty-eight candidate s have applied for this position . 
Afte r a comple te evaluation of each credential , approximately 
fourte en candidate s were called in for an interview . The three 
finalists were further interviewed by a professional enginee r and 
a profe s s ional archite ct in the construction field . It was the 
consensus of opinion of Pre sident Lahti , Dr . Perry, and the two 
profes sionals that the position be offered to Mr . Robert J .  Hughes ,
Sr . of Kansas City, Missouri . 

IV . APPLICANT 1 S CREDENTIAL 

Age :  

Marital Status :  

Education :  Wilson Junior Colle ge 1 942 . 

Experience : 

V . SUMMARY 

U . S .  Merchant Marine Academy, 1 944 (Enginee r) . 
Kans as State Colle ge 1 948 - 1 949 ( B . S .  - M . S . )  

Industrial Educator . 
U . S .  Army Engineering School (Adv . Engineers ) 1 963 . 

1 942 -46 Army-Field Engineer . 
1 946-48 Student . 
1 948 -51 High School Ins tructor . 
1 951 -52 Ass 1 t .  Director (Engineering) . 

Kansas Ordinance Plant . 
1 952 -54 Plant Engineer-Thurston Chemical Co . 
1 954-6o Field Engineer-Sinclair Refining Co . ,  K . C .  Mo . 
1 960 -62 Field Engineer -Fairbanks Morse & Co . ,  K . C . Mo . 
1 962 -64 Square D .  Company, K . C . Mo . 
1 964 -Present Montgomery Ward & C o . ,  K . C .  Mo . 

It was the concens us of op1n1on of the Colle ge Administrators ,  
Archite ct,  & an Engineer , that Mr .  Hughe s background and e ducation 
most closely met the requirements of this position . However  Mr .  
Hughes is reques ting a salary $500 above the e stablished s alary 
range . 



VI . RECOMMENDATION 

EXHIBIT � 

The pre sident re commends that the Board of Trustees approve the 
appointment of Mr .  Robert J .  Hughes ,  Sr . as Supt . of Bldgs .  and 
Grounds effe ctive July 1 ,  1 967 at a Salary of $1 3 , 500 per year .  



FOR BOARD ACTION: 

I. Subj ec t 

EXHIBIT F 
Jun e 2 2 ,  1 9 6 7  

Adj ustmen t of 1 9 6 6 - 1 9 6 7  Educ a tion a l  Fun d an d Buil din g 
Fun d budgets. 

II. Reason for Considera tion by the Board

Due to the diffic ul ty of pr edic tin g exact fin an cia l
requir emen ts, budget a dj ustmen ts are n ec essar y  a t  the
en d of each fisc a l  year. Th e Con tigen c y  Fun d is
distributed ac r oss ar eas of the budget an d budget
tr an sfers ma de in order to brin g ma j or ar eas of the
budget in to agr eemen t with actua l expen ditur es.

III. In for ma tion 

T his year both the Educ a tion a l  an d Buil din g Fun d are 
expec ted to refl ec t a sur pl us to be c a r ried over to 
the opera tion s  of the n ext fisc a l  year. The a moun t 
of this surpl us wil l a ppear on the Jun e 30 , 1 9 6 7  

budget report. 

IV. Summary 

The a dj ustmen ts, by ma j or areas, are as fol l ows: 

Educ a tion a l  Fun d 

T o t a l  admin istr ative expen ses 
To t a l  in structional expenses 

Fixed c har ges 
Pr ovision for c on tin gen c ies 

Buil ding Fun d 

Tota l oper a tin g expen ses 
Total main ten an c e  expen ses 
Tota l fixed cha rges 
Provision for c on tin gen cies 

In crea se 

$ 8 , 9 4 5 . 8 0 

3 , 6 0 0 . 0 0 

1 0 0 . 0 0 

$ 1 2 , 6 4 5 . 8 0 

In c r ease 

$ 4 , 5 0 0 . 0 0 

6 0 0 . 0 0 

$ 5 , 1 0 0 . 0 0 

Decr ease 

$ 1 2 , 6 4 5 . 8 0 

$ 1 2 , 64 5 . 8 0 

Dec r ease 

$ 3, 8 7 1 . 0 0 

1 , 2 2 9 . 0 0 

$ 5 , 1 0 0 . 0 0 



P a g e  2 .

V . R e c ommendation : 

EXHI B I T F 

Jun e  2 2 , 1 9 6 7  

Th e pr e s i d e n t  r e c ommen d s  th a t  th e B o ard o f  T ru s t e e s  adopt 

th e pr ec e d i n g  ad j u s tmen t s  to th e 1 9 6 6 - 1 96 7  E du c a t i on a l  an d 

B u i l d i n g  Fun d budg et s . 



BOARD ACT ION 
EXH I B I T  G 

RECOMMENDATION FOR ADMINISTRATIVE APPOINTMENT 

A s s i s t ant D e a n  o f  Tr an s fe r  Pr ogr am s  

Dr . G .  K e nn e th Ande e n ,    f o r  the po s i t i o n - o f  A s s i s tant 

De an of Tr an s fe r  Pr o g r ams a t the s a l ary of $ 1 8 , 0 0 0  pe r y e a r  

e f fe c t ive Augu s t  1 5 , 1 9 6 7 . 

Dr . And e e n  r e c e ive d  h i s  B a ch e l o r  o f Ar t s  D e gr e e  a t  Up s a l a  
C o l l e ge in E a s t  Orange , New J e r s e y , i n  1 9 39 . I n  1 94 5  h e  

r e c e ive d  a B a ch e lor o f  D iv i n i ty D e gr e e  from Augu s t ana 

The o l o g i c a l  S em i nar y . He r e c e i ve d  h i s  Ma s t e r  of Ar t s  D e gr e e  

i n  1 94 7  fr om C o l umb i a  Un i ve r s i ty T e a ch e r ' s  C o l l e g e  and i n  

1 9 5 2  h e  r e c e ived h i s  Ph . D .  D e gr e e  from C o lumb i a  Un ive r s ity . 
i n  the ar e a  o f  c ur r i c u lum and h igh e r  e duc a t i o n .  

Dr . And e e n  i s  par t ic u l ar ly we l l  qua l i f i e d  f or th i s  po s i t i o n  

b e c a u s e  o f  h i s  e xpe r i e n c e  a s  a c le r gyma n , t e a ch e r , d iv i s i on 

cha i rman , and Pr e s i d e n t  of a c o l l e ge . H i s  s tr ong e d u c a t i o n a l  
backgr ound s i n  ph i l o s ophy , p sych o l o gy , Ge rman , a n d  h i s  d e gr e e  

i n  c u r r i c u l um i n  h i gh e r  e d u c a t ion a r e  s ign i f i c ant s tr e ng th s  

f o r  th i s  p o s i t i on . 

H i s  e xpe r i e n c e  inc lude s :  Pro f e s s or ,  Cha i rman D iv i s i on o f  

Ph i l o sophy and Re l i g i o n , Augu s t ana C o l l e g e , Rock I s l and , 

I l l i no i s , 1 94 7 - 1 9 6 5 ; Pr e s id e n t , Be th any C o l l e g e , L i nd sb o r g , 

Kan s a s , 1 96 5  to the p r e s e nt . 

Dr . Ande e n  gradua t e d  w i th h i gh honor s f r om c o l l e ge and s em i n a r y .  
He i s  a Dan for th A s s o c i a t e .      

   H i s  h obb i e s a r e  go l f ,  wa t e r  spor t s  { f i sh ing

and b o a t i ng ) , b u i l d ing , s t amp s , and f ami ly tr ave l .

At pr e s e n t  Dr . Ande e n  and h i s  f ami ly r e s id e  a t    d  
,    Th e y  e xpe c t  to move t o  the Pa l a t ine 

a r e a i n  Aug u s t .
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