
March 20, 2020 

 

Greetings Ranger College Family, 
  
These are unprecedented times. Ranger College has five strategic objectives: 
  

1. To protect the health and safety of our students and employees 
2. To complete the spring 2020 semester through online, hybrid, and alternate classwork, 

depending on the type of course 
3. To keep students on track for completion 
4. To enable the majority of the College employees to work remotely, while continuing to 

provide necessary services, with the remainder (a small portion) of our employees 
working on site 

5. To retain full-time and part-time employees, reduce turnover, increase morale, help 
employees focus on work, and facilitate future return to normal operations 

Keeping these objectives as the anchor, we want to explain the College’s plans about payroll 
and compensation during this period of altered operations.  First, the College is committed to 
payroll being processed on the regular distribution schedule.  The great majority of our payroll 
is processed electronically directly to employees’ bank accounts, which allows for on-time 
delivery.  
  
Second, compensation during this altered operations period is intended to provide employees 
with their normal base compensation as described below. However, in order for that to occur, 
employees must be Available for Work. 
  
The definition of Available for Work is as follows: 
  

1. Working onsite – These employees have been deemed as essential to daily functions in 
order to serve students and staff.  
 

2. Working remotely – Employees must be responsive to calls, texts, and instant messages 
within one hour of contact; review and respond to emails; work with supervisor for 
assignments and project completion and accountability; and available for regular check-
ins with leadership. 

  
3. Availability to respond – Employees must be able to arrive onsite within two hours of 

being contacted to report. Approval is required prior to leadership directing an 
employee to report onsite. 

 



Based on the understanding that all employees will meet the requirements of the Available for 
Work expectation, please note the following details regarding compensation based on 
employee classification (At this time, all compensation decisions are through the spring 2020 
semester only): 
  

FULL-TIME EMPLOYEES 
  
Full-time exempt – Employees will be paid their regular monthly salary if they are 
available for work. If not available for work, employees must use personal or vacation 
leave time. Sick leave can be used under the sick leave provisions indicated in the 
current procedure. 
  
Full-time non-exempt hourly staff – Employees will be paid a minimum of 37 hours if 
they are available for work.  Please see page four for work-from-home requirements. 
If not available for work, employees must use personal or vacation leave time. 
Employees must complete time sheets and send to supervisors for approval. Supervisors 
will approve and digitally submit timesheets to payroll by the required deadline. 
Overtime is not authorized at this time and must be pre-approved by the president.  
  
  
PART-TIME STAFF 
  
The following compensation provisions apply to part-time staff, including work study, 
through this spring semester. 
  
Part-time staff (non-work study) – Employees will be paid for all hours worked, 
employees must complete time sheets and send to supervisors for approval. Supervisors 
will approve and digitally submit timesheets to payroll by the required deadline.  
 
 Part-time Work Study & Student Tutors – Employees will be paid for all hours worked. 
Work study assignments must be pre-approved by the supervisor.  They must complete 
time sheets and send to supervisors for approval. Supervisors will approve and digitally 
submit timesheets to payroll by the required deadline.  

 
Leave reporting will be completed by downloading the form from rangercollege.edu>HR, 
completing, and submitting digitally to hr@rangercollege.edu. Employees may complete the 
form and submit a digital picture of it.  
  
We are working towards phasing the rest of the employees to working remotely by the end 
of the day Friday, March 20 (today). Employees will be notified that they can begin working 
remotely by their supervisor today.  
  
I know we are all wondering when will we go back to normal?  That is an unknown.  We will 
continue to reassess daily, but we don’t suspect there will be significant changes in our 
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decisions over the next few weeks.  From an instructional standpoint, we want to complete this 
spring semester on time, and we should be on track to do that through online, hybrid, and 
alternate classwork.  Moving forward, we are hopeful the mini and summer sessions will be 
back on track with our normal operating plans, but we will continue to evaluate those.  
  
We are proud of the work that each of you are doing now and what you will continue to do 
during this COVID-19 altered operation period, but we are making decisions with compassion 
and concern for our employees and our students.  We will adjust and change course as the 
circumstances change.   
 
Be safe and stay well! 
 
 
 
Dr. Jennifer Kent 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 


