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PART ONE: BYLAWS

PURPOSE

The purpose of these bylaws is to guide the interpatations of the Board, thereby
enabling the Board to discharge its responsibilities efficiently and effectively. Many of
the following bylaws are taken from the General Statutes of the State of North Carolina.
Other provisions are local in origin ancantended to serve Sampson Community
College exclusively. If for any reason a policy within this manual conflicts with state or
federal laws, that policy shall be considered null and inapplicable.

II. BOARD OF TRUSTEES

Selection of Trustees

Sampson Cemunity College, established and operated pursuant to Chapter 115D of the
General Statutes of the State of North Carolina, shall be governed by a Board of Trustees
consisting of thirteen (13) members who shall be elected by the following agencies as
specifed in NCGS 115B12.

GROUP ONE Four trustees shall be elected by the boards of education of each
public administrative unit located in the administrative area of the
institution. If there are two or more public school administrative
units, whether city or county units, or both, located within the
administrative area, the trustees shall be elected jointly by all of the
boards of education of those units, each board having one vote in
the election okach trustee.

GROUP TWO- Four trustees shall be elected by the Board of Commissioners of
the County of Sampson.

Should the boards of edation orthe board of commissioners involved be unable to
agree on one or more trustees, the senior resident superior court judge in the superior
court district or set of districts as defined in G.S-ZA1 where the institution is located
shall fill the position or positions by appointment.

GROUP THREE  Four trustees, appointed by the Governor.

GROUP FOUR The President of the Student Governnm&sgociation of the
college shall be an ex officio, naoting member of the Board.

All trustees must be residents of the administrative area of the college or of counties
contiguous thereto with the exception of Group Four. No person who has been
employed full time by the community college within the prior five years and no
spouse or child of a person currently employedtiaie by the community college

shall serve on the board of trustees of that college.



Vacancies occurring in any group for whatesgason shall be filled for the

remainder of the unexpired term by the agency or agencies authorized to select
trustees of that group and in the manner in which regular selections are made. Should
the selection of trustee not be made by the agencyeoicegs having the authority to

do so within 60 days after the date on which a vacancy occurs, whether by creation or
expiration of a term or for any other reason, the Governor shall fill the vacancy by
appointment for the remainder of the unexpired term

[ll. TERMS OF OFFICE OF TRUSTEES

Trustees (excluding the ex officio member) appointed after June 30, 1985 serve for terms
of four (4) years. All terms commence on July 1 unless a trustee is appointed to fill an
unexpired term. (NCGS 115I8)

IV. BOARD OF TRUSTEES: A BODY CORPORATE

The Board of Trustees of Sampson Community College is a body corporate with powers
enabling the Board to acquire, hold, and transfer real and personal property, to enter into
contracts, to institute and defend legal awtiand suits, and to exercise such rights and

privileges as may be necessary for the management and administration of the college in
accordance with the General Statutes of North Carolina, and policies of the State Board.

The official title of the Boardlsa | | be AThe Trustees of Samps
(NCGS 115D14)

V. REMOVAL OF TRUSTEES

If a Board member is not capable of discharging, or is not discharging, the duties of
his/her office as required by law or lawful regulation, or is guilty of imahor

disreputable conduct, he/she may be removed from office in accordance with the
provisions of NCGS 11509. The Board member being charged shall have all the rights
afforded by a due process hearing. The Board of Trustees may declare vacantdhe offi
of a member who does not attend three consecutive, scheduled meetings without
justifiable excuse. In such event, the Board will notify the appropriate appointing
authority of the vacancy.

VI. POWERS AND DUTIES OF THE TRUSTEES

The trustees of the celyje shall constitute the local administrative board of the college
with powers and duties as delegated to it by the State Board of Community Colleges and
as are provided in the following (taken from NCGS Section 126D

A. To elect a president or chief aohmstrative officer of the college for such term and
under such conditions as the trustees may fix; such election to be subject to the
approval of the State Board of Community Colleges.



. To evaluate the president annually and notify the State Board of Goitym
Colleges, in writing, that the evaluation has been completed by July 1 of each year.

. To elect or employ all other personnel of the college upon nomination by the
president subject to standards established by the State Board of Community Colleges.
Trustees may delegate to the president the authority to employ such types of
personnel as the trustees may elect.

. To purchase any land, easement, or rifhvay necessary for the proper operation of
the college, upon approval of the State Board of Comiy@ulleges. If necessary,

to acquire land by condemnation in the same manner and under the same procedures
as provided in Chapter 40A of the General Statutes. For the purpose of
condemnation, the determination by the Trustees as the location and afmanadt

to be taken and the necessity therefore shall be conclusive.

. To apply the standards and requirements for admission and graduation of students and
for other standards established by the State Board of Community Colleges and state
laws.

. To receiveand accept donations, gifts, and bequests from private donors and apply
them or invest any of them and then apply the proceeds for purposes and upon the
terms which the donor may prescribe and which are consistent with the provisions of
bylaws and regulatns of the State Board of Community Colleges.

. To provide all or part of the instructional services for the college by contracting with
other public or private organizations or institutions in accordance with regulations
and standards adopted by the SBdard of Community Colleges.

. To perform such other acts and do such other things as may be necessary or proper
for the exercise of the foregoing specific powers, including the adoption and
enforcement of all reasonable rules, regulations, and laws uhdete® 115D of the
General Statutes and for the discipline of students.

If the Board of Trustees provides access to its buildings and campus and the student
information directory to persons or groups which make students aware of
occupational or educatiohaptions, the Board of Trustees shall provide access on the
same basis to official recruiting representative of the military forces of the State and
of the United States for the purpose of informing students of educational and career
opportunities availdb in the military.

. To encourage the establishment of private, nonprofit corporations to support the
institution.

. To enter into guaranteed energy savings contracts pursuant to Part 2 of the Article 13f
Chapter 143 of the General Statutes.



L. To enter intdease purchase and installment purchase contracts for equipment under
GS 115D58.15.

VII. OATH OF OFFICE

Following the notification of appointment and reappointment each trustee should take the
following oath:

l, , do solemnly swear (affirrhat | will support the Constitution of the
United States.

l, , do solemnly and sincerely swear (affirm) that | will be faithful and bear
true allegiance to the State and government thereof: and that | will endeavor to support,
maintain and defed the Constitution of said State, not inconsistent with the Constitution
of the United States, to the best of my knowledge and ability.

l, , do solemnly swear (affirm) that | will well and truly execute the duties of
my office as a member oféifSampson Community College Board of Trustees according
to the best of my skill and dity, according to law, so helme, God.

The oath may be taken before a judge, the clerk of superior court, a magistrate or any
other public official authorized by lawAn original of the oath shall be filed in tio#ice
of the President

VIII . OFFICERS: DUTIES OF OFFICERS

At the June meeting of the Board of Trustees, the trustees shall elect from its membership
a chairman, who shall preside at all board meetinggeachairman and secretary.

These officers of the Board shall be elected for a period of one (1) year but shall be
eligible for reelection by the Board. The officers shall be elected for a majority vote of

all of the members of the Board (7 or morée®). The duties of the officers are

described below:

A. The chairman shall preside at all meetings of the Board, shall participate in
commencement, and shall appoint all special committees and liaisons of the
Board and designate committee and liaison dutaied shall appoint a
secretary for closed sessions who will keep the minutes of closed sessions, if
needed.

B. The vice chairman shall perform the duties of the chairman in his/her absence.
C. The secretary shall keep the minutes of all meetiexgsept closd sessions

1. Have custody of the corporate seal of the Board, affix it to official
documents, and attest same by his/her signature.



2. Have custody of all official records and documents of the Board and keep
minutes of board meetings.

3. Prepare and maintaacompilation of all bylaws and amendments thereto,
a copy of all policies, procedures, and regulations of the Board and all
amendments thereto, the whole of which shall be known as the Operating
Manual of the Board of Trustees of Sampson Community College

IX. MEETINGS OF THE TRUSTEES

A. Schedule of Meetings

1. Regular MeetingsRegular meetings of the Board of Trustees will be
set by the Board of Trustees. If a meeting falls on a holiday or if it
appears a quorum will not be present, the chairman wihezkile the
meeting. The Board will meet in the board room of the college unless
announced otherwise. Time and location of regular meetings may be
canceled or changed as often as may be necessary for the conduct of
the business of the college, but theaBbshall meet at least once every
three months as provided by NCGS 1158

2. Special MeetingsSpecial meetings may be Halpon the call of the
chairman or six or more trustees.

B. Notification of Meetings

1. Means of Notification to Trusteed.he secretarof the Board of
Trustees shall notify each trustee of meetings by maila, fax or
telephone.

2. Public Notice of Regular Meetingdn addition thereto, the secretary
of the Board shall post a current copy of the schedule of regular
meetingsonthet¢ol egeds principal bull etin
the schedule of the regular meeting, the secretary shall cause the
revised schedule to be ped on the bulletin board at least five (5)
calendar days before the date of the meeting.

3. Notice of Other Meahgs. When an official board meeting is held at
any time or place other than a time and place shown on the schedule
poged aforesaid, the secretary shall give public notice of the time and
place of that meeting as follows:

a. If a meeting is an adjourned m@cessed session of a regular
meeting or of some other meeting, notice of which has been
given pursuant to this subsection, and the time and place of the



adjourned or recessed session has been set during the regular or
other meeting, no further noticeriecessary.

b. For any other meeting, except an emergency meeting, the
secretary shall cause written notice of the meeting stating its
purpose (1) to be posted on the principal bulletin board, and (2)
to be mailed, @nailed, faxed or delivered to each newspap
wire service, radio station, and television station, which has
filed a written request for notice with the secretary. The
secretary shall also cause notice to be mailedaied, faxed,
or delivered to any person, in addition to the representatfves o
the media listed above, who has filed a written request with the
secretary. This notice shall be posted and maileckiéed,
faxed or delivered at least 48 hours before the time of the
meeting. The secretary may, at his/her discretion, require each
newspaper, wire service, radio station, television station and
persons submitting a written request for notice to renew the
request annually.

c. For an emergency meeting, the secretary shall cause notice of
the meeting to be given to each local newspaper, \aca
service, local radio station, and local televisstation that has
filed a written request, which includes the newspapers, wire

services, or stationsdé telephone
This notice shall be given immediately after notice haenb
given to those members. An fieme

called because of generally unexpected circumstances that
require immediate consideration by the Board. Only business
connected with the emergency may be considered at a meeting
to which notice igjiven pursuant to this paragraph.

X. OPERATIVE GUIDELINES FOR MEETINGS AND OFFICERS

A. Quorum

Six trustees, excluding ex officio members, shall constitute a quorum.

B. Voting
Each member present shall have one vote. There shall not be voting by proxy.

C. Body Corporate
Trustees have authority only during official board meetings unless authorized
otherwise Individual trustees or committees of members of the Board of Trustees
shall act for the Board only by specific authorization or direction by the Board of
Trustees.

D. Open Meetings




All meetings shall be open to the public as set forth under Article 33C of Chapter 143
of the General Statutes of North Carolina, except closed sessions as set forth in
paragraph E below. All official business of the Board mushlopen session.

E. Closed Sessions
The Trustees may hold a closed session excluding the public, as authorized by NCGS
143-318.11, upon the following conditions:

1. Only upon a motion and duly adopted at the open meeting; the motion shall state
the specific prpose of the executive session.

2. The purpose shall be consistent with restrictions set forth in NCGS 143, Article
33C.

3. A designee of the chairman shall take minutes of the closed session. Minutes of
any closed session shall not be available for pubfipection except by majority
vote of the Board or by order of a court of competent jurisdiction. The designee
shall keep the minutes of all closed sessions.

X1. CONDUCT OF BUSINESS

A. Order
Meetings of trustees shall be conducted accordifydob e r t sGosOrderurhee
chairman may designate a parliamentarian
the Board.

B. Agenda
The chairman and the secretary shall prepare an agenda for each meeting of the

Board. Trustees may propose matters for consideration had@tcin the prepared
agenda.

C. President
The President or his designee, unless otherwise directed by the chairman, shall attend
and patrticipate in all meetings of the Board.

D. Delegations
Any individual, delegation, or organized group who desires to ajyedare the

Board shall state in writing the purpose of such appearance and the name of each
person who is to appear as a spokesman. The statement shall be filed with the
chairman or secretary at least six days in advance of the meeting at which the
delegdion wishes to attend in order that the presentation of the delegation may be
included in the agenda for the meeting.

E. Minutes
The secretary shall distribute copies of the previous minutes of each meeting to the
Trustees prior to the meeting.



F. Amendment
The bylaws and policies of the Board of Trustees may be amended at any meeting by
a unanimous vote (12) of the full Board. The bylaws and policies may be amended
by a majority vote of all members of the Board (7 or more votes) provided notice is
given at gpreceding meeting.

X1ll. COMMITTEES OF THE BOARD

The chairman may appoint standing committees, special committees, and liaison of the
Board for purposes which the Board may specify. In appointing committees, the
Chairman of the Board may appoint thaicinan of the committee. All special
committees are dissolved upon completion of their assigned responsibilities.

Xl . OFFEICIAL BOARD OF NOTICE

The Trustees designated the bulletin board in the East entrance hall of North Building as
the officialboad f or posting all official institut.i
principal bulletin board.



PART TWO: POLICIES

CHAPTER I: MISSION, COLLEGE GOALS, HISTORY,
SERVICE AREA AND ACCREDITATION

101.Mission

Sampson Community College, founded as an aierunit of the Goldsboro Industrial

Education Center, was chartered as an independent member institution of the North Carolina
Community College System in 1967. The College operates as a comprehensyeaityablic

community college serving adult serts of Sampson and surrounding counties. Consistent with

the historical traditions of North Carolinads
the incomparable worth of all students and its commitment to-dpenstudent admissions.

Centrd to this commitment, the College recruits and retains outstanding faculty members who
support this mission and are dedicated to the art of teaching and advising students from all
backgrounds and at all levels of educational preparation.

The Col I|catignal pregramsiane comprehensive, ranging from instruction in basic skills
through coll egiate studies at the sophomore |
programs is to provide occupational education at the certificate, diploma, gnee tievels in

programs of study that lead to meaningful employment for students in southeastern and central
North Carolina. The College also provides opportunities for students to complete general

collegiate studies in the arts and sciences leadingtriase degrees that qualify them for

admission and success in senior institutions. The College endeavors to provide access to
educational programs and services at times, places, and costs that meet the needs of adult
students. Faculty are encouragedtitize available technologies to improve classroom teaching

and learning and to facilitate distance learning opportunities across all programs.

As part of its commitment to lifelong learning, the College offers continuing education to adult
students inluding opportunities to acquire basic skills, to complete the GED, and to participate

in noncredit academic and personal enrichment classes. The College recognizes its obligation to
work cooperatively with local business and industry, public schoalfgegsional and trade
associations, and community organizations to develop and deliver a comprehensive educational
program that meets the needs of these constituents. The College supports local and regional
economic development efforts and provides indestvith access to specialized stap®nsored

training and financial incentive programs.

In recognition of the increasing globalization of all economic activity, the College seeks to
develop student multultural awareness through classroom instructioth enrichment

programs available to the entire campus community. The College acknowledges its responsibility
to continually evaluate both the quality and relevance of all educational programs.

In support of its educational mission and undergirdingppbphy, the College recruits and
retains qualified individuals for admission and employment without regard to their race, color,
sex, national origin, religion, age, disability, political belief, or affiliation consistent with state
and federal law.



102.College Goals

Goal 1. To educate and qualify students for occupational careers and to assist them in
securing employment in these fields.

Goal 2.  To prepare students for transfer and academic success at senior institutions.

Goal 3: To provide opportunig¢s for students to receive instruction in basic skills or English
as second language, to complete a high school equivalency, or to complete
developmental education that prepares them for coleagsd instruction.

Goal 4. To utilize current informationechnology to provide opportunities for distance
learning and in support of classroom teaching, independent student inquiry, and
academic support.

Goal 5: To provide workforce training needed to recruit business to Sampson County and to
enable existing Binesses to become more productive.

Goal 6: To provide opportunities for personal development, cultural enrichment, and life long
learning to area adults.

Goal 7: To give meaningful personal attention to students and to provide support programs
that pronote student learning and success.

Goal 8: To provide an ongoing program of public information, outreach, and information
exchange that informs the community about existing programs and services and
identifies any unmet educational needs for program dpwatnt.

Goal 9: To provide a safe, healthful, and aesthetically pleasing campus environment.

Goal 10: To recruit and retain a qualified and diverse faculty and staff, to provide them with
competitive conditions of employment, and to promote their ongmiofgssional
development.

Goal 11: To seek additional private funds in support of college program and services and to
utilize sound management practices which promote the effective and efficient use of
all resources and promote the continued public dentte in the College.

Goall2:. To assess the collegeds performance i n ea
gathered to improve the coll egebs effecti
103.History

Sampson Community College, one of the figight institutions in the North Carak System of
Community Colleges, was established in September 1965 under the provisions of Chagter 115



of theGeneral Statutes of North Caroliaa an extension unit of Goldsboro Industrial Education
Center (now Wayne Community College). The first ingitbnal site was one office and one
classroom located in the Sampson County Board of Education Building on Rowan Road. The
institution moved from temporary offices in June 1966 to an old elementary school on Highway
421, six miles north of Clinton, anegan the first curriculum programs in September of the
same year. By an act of the 1967 General Assembly, the college became an independent unit
and was called "Sampson Technical Institute.” The first Board of Trustees was appointed in
February, 1968. #the institution grew, the need for a new campus with modern facilities was
realized. A $500,000 bond issue was approved by Sampson County voters in April 1972. A
vocational storage building was occupied on the Highway 24 campus in July 1974, andththe ma
building on this new campus, the North Building, was occupied in January 1976. A new
vocational shop building, East Building, was occupied in the fall of 1977 allowing for the
expansion of several vocational programs. In 1979, through enablingtiegitia the General
Assembly, the Board of Trustees approved the school's name change to "Sampson Technical
College.” The College added additional facilities in 1982 with the construction of a 6,000 sq. ft.
vocational shop building on the main campus #redcounty's provision of 8,000 sq ft. in the

new Courthouse Annex for the Continuing Education Division. In August 1987 the college
completed construction of the West Building, and began erecting a new Student Center/Adult
Education Building, the Southuding, which was occupied in September 1988. In October
1987 the College changed its name to "Sampson Community College." The Board of Trustees
approved changing the name of West Building to W.W. Kitchin Hall on August 21, 1989, and
South Building tolie Robert D. Warren Student Center on June 10, 1997. In the fall of 1998,
two new buildings, the Technology Center and Activities Center were occupied. The
Occupational Building along with renovations to the East Building was completed in the fall of
2006 adding an additional 36,031 square feet to the College Campus structures. In the fall of
2008, the Board of Trustees named the Occupational Building in honor of the current president
Dr. William C. Aiken.

104.Service Area

By action of the State Boamf Community Colleges, the college is limited to offering classes at
sites within the County of Sampson. Any classes offered at sites out of the county must be held
in accordance with state policies and with the written approval of the community acgtchn
college serving that area.

105. Accreditation

Sampson Community College is accredited by the Commission on Colleges of the Southern
Association of Colleges and Schools to award the associate degree. Contact the Commission on
Colleges at 1866 SoutlreLane, Decatur, Georgia 3068897 or call 404794500 for

guestions about the accreditation of Sampson Community College.



CHAPTER II: ORGANIZATION AND ADMINISTRATION

201.President as Chief Administrative Officer

The chief administrative officer @ampson Community College shall be known as the
"president” and shall have the authority, expressed or implied, within this manual.

202.Election and Term of the President

The President shall be elected to hold office by the Board, upon the nomimatioragority

vote of the Board (7 or more votes) with conditions and under such terms as the Board may
set provided these provisions do not conflict with state law. In the absence of a written
contract, the President shall serve at the pleasure of the &uwéhall continue to serve

until terminated by a majority vote of the Board (7 or more votes) after due notice has been
given to all Board members.

203.0Qualifications, Duties, and Authority of the President

As chief administrative officer, the Presndés responsible for the entire operation of the
college pursuant to federal and state laws, the rules and policies of the State Board of
Community Colleges, and the policies of the Board of Trustees. The President is expected to
use his/her competencedapersonality to establish in the community the image of the

college. More specifically, the following qualifications and duties are required of the
President:

203.01Education, experience, and philosophy to adequately develop and maintain a
comprehensiveommunity college with standards that are in accordance with
North Carolina law, State Board of Community College policies, Board of
Trustees policies, and sound judgment based on education, theory, and practice.

203.02 Attendance and participation, with a vote, in all Board of Trustees
meetings except where the chairman expressly requests his/her absence or
excuses his/her attendance.

203.03 Evaluation of the college on a continuous basis and submission of progress
reports to the Board at such tineshe/she or the Board deems it wise or
feasible.

203.04 Responsible for the administrative and instructional organization, and in
developing the operations of the college.

203.05 Recommendation of all educational programs for the development and
growthof the citizens served by the college. These programs will have State
Board of Community College approval and not be in conflict with the North
Carolina General Statutes or State Board of Community College regulations.



203.06 Formulation of duties and pessibilities of all personnel of the college.

203.07 Advisement in the planning, construction, and modification of phyadaikties.

203.08 Preparation of the annual current expense and capital outlay budgets and
submission of the financial aid budgey needs of the college to the Board of
Trustees and expending college funds as budgeted.

203.09 Establishment of fees not set by the State Board.

203.10 Recommendation of all advisory committees for instructional programs.

203.11 Recommendation tcetiBoard for appointment of all fulime staff,
excluding temporary personnel.

203.12 Employment of all patime and temporary personnel.
203.13 Execution of all other functions the Board delegates.

204.Special Powers of the President

The Board of Tustees delegates to the President the following specific powers in order to
provide for a more efficient and timely delivery of educational services:

204.01 Accept all gifts to the institution on behalf of the Board.
204.02 Extend esting contracts ofalege employeeapproved by the Board from any
lesser period up to 12 months during an existing fiscal year when an employment

need exists.

204.03 Contract with consultants or other resource personnel external to the college
for amounts not exceeding $80 during a fiscal year.

204.04 Enter into contracts with clinical agencies or similar agencies for the
provision of teaching facilities for the college's instructional programs.

204.05 Approve and contract with tutors or similar personnel for theedglof
individualized instruction in support of academic programs.

204.06 Approve requests and grant military leave and leave without pay to college
staff.

204.07 Accept resignations of college staff.

204.08 Make linatem budget changes in all sourcdégunds.



204.09 Hire and terminate maintenance and housekeeping personnel.

204.10 Approve, on behalf of the Board, courses of instruction offered to "captive"
or "co-opted” (immured) groups and speciakirvice industry training courses.

204.11 Enteimto contracts with other educational institutions or boards for the
purpose of establishing cooperative agreements.

204.12 Assign employees to assist with the operation of the college's foundation and
make available to the corporation; office spacejmyant, supplies, and other
related resources.



CHAPTER IIl: PERSONNEL

301.Definition of Terms

301.QL Staff. All full -time or annual partime employees of the College whose
responsibilities are principally nanstructional.

301.02Faculty All full -time and annual patime employees whose duties are comprised
principally of providing instruction or who are assigned responsibilities for the
development and operation of one or more educational programs.

301.03Professional StaffAll full -time or anual partime employees assigned
responsibilities for administrative, academic administrative support, or program
management responsibilities who are not members of the faculty.

301.040ffice Personnel All full -time and annual patime employees asgied
responsibilities for the support of college academic programs or support of
financial, student service, operations. This includes employees whose job
responsibilities include clerical, bookkeeping, and data entry and related tasks as
well as staff asigned paraprofessional responsibilities.

301.05Plant Operations Personndlll full -time and partime employees paid from
local funds assigned with responsibilities for the operations and maintenance of
the coll egebs campus and vehicl es.

302.Authori ty to Hire

302.01Trustees AuthorityPursuant to NCGS 115P0(2), the Trustees of Sampson
Community College are authorized to employ all personnel of the college upon
nomination by the President subject to standards established by the State Board of
Community Colleges except for the President who must be approved by the State
Board. The Board of Trustees authorizes the President to make conditional offers
of employment and to establish terms of employment for all employees subject to
the Board of Trusteéseview and ratification at their next meeting. All offers of
employment, with the exception of those outlined in 302.02 below, shall be
considered conditional until ratified by the Board of Trustees.

302.02Powers of the PresiderRursuant to NCGS 115P0(2), the Trustees of
Sampson Community College delegate to the President the authority to employ
all personnel appointed to temporary or gante positions and fultime
plant operationpersonnel.

303.Types of Facultyand Professional StaffAppointments

The Board of Trustees distinguishes among four types of appointments to the collegafatulty
professional staff Each of these employment categories is distinct; carrying with it specified



benefitsandobligations. Some faculty, such as coordinsit are employednder continuing
contracts andre not given appointments.

303.01Probationary Appointmenfll new full-time faculty members who are fully
gualified with respect to established education and experience requirements and
are assigned tostablisted positions within the collegeill be placed on
probationary status for one annual contract period (ameh to twelvemonth
period) before becoming eligible for an annual appointment in an appropriate and
available position. Individuals orrgbationary appointment must demonstrate
satisfactory performance in fulfilling the demands of their position as identified in
the formal evaluation system. The President may continue probationary status
beyond one year or place an employee on probatiatanys after having an
annual appointment.

303.02Provisional AppointmentProvisional appointments are made when one or
more of the following conditions exist:

1. An applicant meeting the specific educational or experiemgiplirements of a
positioncannot be secured, a provisional appointment Ineagxtended to an
applicant provided the individual agrees to take specififopensatory measures
toward meeting the stated qualifications of plosition.

2. Afaculty member is hired under special funiigttmay beliscontinued.

303.03Temporary AppointmenfTemporary appointments are awarded for brief
periods of fullor parttime employment (usually less than 9 months). Such
appointments terminate upon expiration of the contractual period. These
appointnents are frequently written to fill faculty positions which are designed to
achieve a special purpose. These appointments are often made necessary by
extended employee illness, by resignation, by uncertainty as to the need for the
position in the future, by other causes which generate an immediate need for
temporary assistance. Persons serving ortifak temporary appointments are
eligible for fringe benefits which accrue to other employees and are given no job
preference for employment beyond the cactual period.

303.04Annual AppointmentAnnual appointments are awarded to faculty of the
college who are qualified with respect to the position to which they are appointed
and have demonstrated satisfactory performance beyond the required
probationaryperiod. Annual appointments are issued by the college on doyear
yearbasis generally coinciding with the state fiscal year, Julyune 30, or with
the grant period for employees paid from special funds.

304. Lenagth of Contracts

Twelve-month contacts are offered on a fiscal year basis, extending from July 1 through



June 30, or during a grant fiscal year. Generally, noninstructional faculty are assigned on
atwelve-month basis, while instructional faculty aresigseed on a ninenonth contract.

Any time beyond nine months is on a supplement to the contract. Frequently, new
employee contracts for the fiscal year have special provisions for termination with or
without cause by either party giving thirty (30) days written notice.

305.Full-time or Part -time

Consistent withite NCCCSthe Collegerecognizes the following definitions:

Full-time - A position establishetin the budget asracurringposition. Employment must
be for nine or more months per calendar year and at lehstu88 per week dhe
equivalent thereof.

Parttime - A position established in the budget as a recupipgjtion. Employment must
be for nine or more months per calendar year and at le&st@28 per week, but less than
30 hours per week.

Temporary Fulitime - A position not establiskeein the budget asracurringposition.
Employment must be for a period of nine or more months per calendar yealeast at

30 hours per week or the equivalent thereof, but only for a special assignment or project
not expected to recan a continuous basis.

Temporary Partime and Hourly A position not established the budget as i@curring
position. Employment is for less than 9 months per calendar year and/or 1€38 than
hours per week. Any employee working less than 20 hours@ek will be in this
category. Most employees in this category are paid at an hourly rate.

Full-time and fulttime temporary employed for a minimum of nine monthsyeear will
receive full benefits (retirement, hospitalization, leave) awarded by thelBdTrustees.

Parttime employees receive leave as recognigethe college's leave policibsit do not
receive other benefits except those established by law, or stated elsewhere in these
policies. Partime temporary and hourly employees do notirexbenefits.



306.Contracts for Employment

On behalf of the Trustees, the President is authorized to enter into employment contracts
with employees in accordance with these policies. The Board authorizes the President to
use thestandard forms, subjetd alterations as needed, to meet specific employment
situations.

306.01Facultyand Professional Staffontractqrefer to FLSA for listing) The
general fornmto be used in employing faculand professional stai setforth at
the end of this chaptéADD CC OF NEW CONTRACT!!!) .

306.02Contracts for Office Personndlhe general form for employing office personnel
is setforth immediately at the end of this chapt@ffice personnel may be
terminated by th@resident, with or without cause, provideatice is given as set
forth in theemployment lettefADD CC OF LETTER!!! .

306.03Employment oPlant Operation®ersonnelThe general form for employing
plant operationpersonnel is sdbrth immediately at the end of this chapter
Plant Operatins Personnedre employed at will, without a contract, and may be
terminated, with or without cause, by the administration.

306.04Employment of PafTime Faculty andStaff. Parttime instructors are employed
under a contract or contracts to teach caufgea particular period. Other part
time staff are employed at will.

307.Tenure

As a member of the North Carolina Community College System, Sampson Community
College is prohibited from establishing any system of employment which confers upon its
staf a system of tenure or confers upon its staff any system which might be construed to
offer any expectations of employment beyond the contract period. Notwithstanding any
otherpolicies of the Board, any statements in the Staff Handbook, or other college
documents, oany verbal communication, personnel employed by the President will not
have vested righis employment other than for the contractual period in contracts set
forth in the writteremployment contract. The Board expressly reserves all rights to
change policies relative tendering and nontendering of a new contract, including the
required notice ofionreappointment to employees.

308.Institutional Statement on Diversity and Any Applicable Federal and State Laws

Diversity. Sampson Communitydllege and its Board of Trustees are committed to
creating and maintaining a quality educational environment that promotes and supports a
student body, faculty, staff, and administration that is multicultural, diverse and reflective
of our student body antcbmmunity population.

309.Employment Policies and Procedures




The Boad of Trustees has adoptethployment policies and procedures pertaining to the
recruitment and hiring of employeass s et f or t lEmplogmentRPdicie€o | | e g e
and Procedures Maal.

310.Standards for Members

The President is delegated the authority to set and maintain proper standards for
educationabr experiential preparation for positions within the college. These standards
shall meet oexceed those established by the N&arolina Board of Community
Colleges, the Southemssociation of Colleges and Schools, or other appropriate
regulatory or accrediting agencies.

311.Assignment of Positions and Organizational Structure

The President has the authority to assign tales duties of all personnel within the
college. He/she may determine the specific number ofte@thing and teaching
personnel to bemployed within funds available. He/she may organize the college in the
manner he/shédeems most appropriate for the pation of educational vitality and
administrativecoordination. The Organizational Chart will be presented to Trustees
annually for approval.

312.Evaluations

The Board of Trustedsas delegated to the Presiddrg authority for evaluation of all
emploees except the Presidentés evaluati on.

313.Salaries
The President is authorized to establish and adjust the salaries of all personnel within the
college, excluding the President. The President's salary will be determined by the state

salaryschedule antbcal salary supplement as approved by the Trustees.

314.Employment of Relatives

To avoid the possibility of favoritism based on family relationships, the following
restrictionsare adopted for all employees of the college:

1. A college shall not empy two or more persons concurrently who are closely related
by blood or marriage in positions which would result in one person of such family
relationship supervising another closedyated person or having a substantial influence
over employment, salagr wages, or other management or personnel actions pertaining
to the close relative.

2. "Closely related" is defined to mean mother, father, brother, sister, son, daughter,
fatherin-law, motherin-law, sonin-law, daughtein-law, sistefin-law, brothesin-law,



grandmother, grandfather, grandson, granddaughter, uncle, aunt, nephew, niece,
husband, wife, steparent, steghild, stepbrother, stegsister, guardian, or ward.

3. With respect to the concurrent service of closely related persons withimtbe sa
academic department or other comparable institutional subdivision of employment,
neither relative shall be permitted, either individually or as a member or a committee, to
participate in the evaluation of the other relative.

315 Off-Campus Activities

31501 Full-time ResponsibilityFull-time employees are expected to give-fitie
service to their institutional duties. An individual with activities which interfere
with their work performance may be required to curtail or eliminate their
noninstitutbnal activities.

31502 Consistent with IntegrityWwhen an employee seeks additional {biane
employment or seeks representation in political or quasi political offices,
activities shall be consistent with the professional integrity of the employee and
his/her position at Sampson Community College.

31503 Political Activities of EmployeesEmployees who decide to run for public
office shall notify the Board of Trustees through the President of their intentions
to run and certify that they will not campaior otherwise engage in political
activities during their regular work hours or involve the college in their political
activities. Any employee who is elected to a fiamie public office shall certify
through the President to the Board of Trusteestkigaoffice will not interfere
with their carrying out the duties of the position with the college, or request leave.
If there is interference, the employee must request leave and must make such
arrangements to remove the interference. Any employee whextee or
appointed to a fultime public office or the General Assembly shall be required
to take a leave of absence without pay upon assuming that office. The length of
leave of absence shall be determined by the local Board of Trustees. Employees,
who ae candidates for political office, are prohibited from soliciting support
during regular work hours or on college property. Public office means any
national, state or local governmental position of public trust and responsibility,
whether elective or appdive, which is created, prescribed or recognized by
constitution, statute, or ordinance. Membership in the General Assembly is a full
time public office under this rule. By virtue of the Hatch Act, no employee paid
with federal funds is allowed to rdar partisan political offices.

31504 Authority to Control When, in the judgment of the President, an employee's
off-campus activities are sufficiently detrimental to his/her work performance or
when such activiés violate 315.01, 315.02 or 308 aboe, the President may
require the termination of the efmpus activities or terminate the employee's
contract with the college.




315.05Secondary EmploymenSecondary employment of all fetiime employees
which may confl i ct wbkrésponsibiitiesamdp| oy eed s
institutional resources must have prior approval.

1. The Board of Trustees shall approve or disapprove any secondary employment of
the President.

2. The President or his/her designee shall approve or disapprove secondary
employment of B full -time employees.

316. Abrogation of Contract

316.01Financial Exigency An empl oyment contract may be
board during the contractual period of employment when a significant decline in
the financial resources of thestirtution is brought about by a decline in
institutional enrollment or by other action or events that compel a reduction in the
institutionds current operation budget,
the Reductionn Force Policy. (Policy No. 3

316.02Program ChangeAn employment contract may be terminated by the
coll egeds board during the contractual
curtailment, reorganization of a curriculum or extension offering, program,
college operation or whehe service of the affected employee is no longer
appropriate to the programs of the college being conducted at that time in
accordance with procedures set forth in the Reolmah Force Policy. (Policy
323

316.03Dismissal, Suspension, and Other Difiogry Action. An employee may be
dismissed, suspended, or otherwise disciplined in accordance with the policies
and pra@edures set forth in Section 3t&low.

317 Dismissal, Suspension, or Other Disciplinary Action Taken Against Employees

317.01 Grourds for DismissalJustifiable grounds for dismissal, suspension, or other
disciplinary action include:

1. Failure in the opinion of the President and based on the recommendations of
the members of the employee's supervisory chain of command, to perform
competently and in keeping with the administrative practices of the college

the duties of the position for which he/she was employed.

2. Failure to serve in capacities complimentary to his/her related position such
as student advisory committee member, @icto actively participate in
opportunities for professional improvement.

3. Conwviction of a crime involving moral turpitude or conviction of a felony.



4. Insubordination or failure to maintain satisfactory and harmonious working
relationships with theublic and with other employees.

5. Failure to obtain or maintain a current license or certificate required by law as
a condition for performing the job.

6. Chronic absenteeism, absence without approved leave, and/or improper use of
leave privileges.

7. Sustained physical or mental incapability for performing duties, not protected
by the Americans with Disabilities Act.

8. Falsification of official records, college reports, expense claims, and/or
misuse of funds or assets of the college.

9. Possessioaf unauthorized firearms or lethal weapons on the job or on
institution property.

10. Failure to comply with rules, regulations, and policies of the State Board of
Community Colleges, the Board of Trustees, or lawful directives of the
President.

11. Useof controlled substances during work hours or appearing at any time on
the properties of Sampson Community College under the influence of
controlled substances in violation of N.C. General Statu@3@he North

Carolina Controlled Substance Act.

12. Violating the college policy on alcoholic beverages and controlled
substances.

13. Refusal to accept a reasonable and proper assignment from an authorized
supervisor or failure to report for duty at the assigned time and place.

14. Counseling, encouragingstigating, or inciting others to impair, impede, or
disrupt the educational or other lawful operations of the college.

317.02 Authority of the PresideniThe Board of Trustees confers upon the President
the authority to suspend, demote, terminate srigiine any employee whose
conduct, in the findings of the President, violates any of the provisions of
Subsection 3101 above and warrants disciplinary action subject to provisions of
Subsection 3103.

317.03Procedures for Reviewhe President or siher authorized designee may
maintain a record of the complaints, commendations, and suggestions about each
employee with each entry being signed by the person making it. At the discretion
of the President, each such complaint, commendation, and suggestyde




placed in the employee's personnel file. The employee may inspect their
personnel file during normal working hours and will be given an opportunity to
attach a letter of agreement, denial, or explanation. Should an employee contest
an item placedh his/her personnel file, he/she may petition the President for its
removal through the pcedure set forth in Section 320the President, after an
investigation, believes an employee has violated any of the provisions of
Subsection 3101, the Presidd may suspend or dismiss the employee without
pay, demote the employee with or without reduced pay or take other disciplinary
action, by mailing a notice of the action by certified mail, return receipt
requested, addressed to the employee's last addressord at the college, or by
delivering the notice to the employee personally. Specific reasons must be given
in the notice regarding inadequate performance or other basis of the action taken.
Action of the President pertaining to pay and benefits slohlbecome effective

until the decision of the college is finalized by no appeal being taken or until an
appeal has been decided.

The employee may appeal the decision and action of the President to the Board of
Trustees as set forth in Chapter VIII. Ormpaagl, the President will have the

burden of proving that the employee has violated the provisions of Subsection
317.01. If the hearing committee finds that the employee did violate the

provisions, the Board may affirm the actions of the President or mibifgction

as it deems advisable. If the committee does not find a violation, the employee
shall be reinstated to his/her former position at his/her former salary, with no loss
of pay or benefits.

318 Notice of Nontendering of a New Contract and Discoiuation of Other Contracts

Not later than April 15, annuappointment employees will be notified in writing of theent of
the President not to recommend to the Board of Trustees the tendering of@ntraet of
employment for the subsequent empl@ymperiod. A new contract shall gerpreted as the
offer of the type of the existing contract under such terms and condititims Bsesident may set
except that the period of the contract must be at least three catemakius andhe monthly
salaryat least 90 percemwff the preceding contract's monthly salary ratehe extension of a
new type of contract (e.g. probationary, provisional, temporary) vihene opinion of the
President, the college has a compelling interest for such changarpgrgam change, enroliment
decline, etc. to change the type of contract tendered nohitcation will be mailed to the
employee by certified mail, return receipt requesaeldiressed to the employee's last address on
record at the college, or by delivegi the noticdo the employee personally. It is the
responsibility of the employee to update his/her addnégsmation to ensure the timeliness of
this information. The notification requirement dowd apply to those situations caused by
reduced fundig as set forth in Subsection 3TBherewill be no public disclosure by the
President of the college or by any employee of the cobétjee reasons that any regular
employee was not tendered a new contract of employnkanployees with provisional,
probaionary, or temporary appointments will not receiveéice. The college employment
contract constitutes the only agreement of employmenteprdsents the entire period of
employment.



319 Non-tendering of New Contract, Discontinuing Contract, Terminaing Employees,
Failing to Rehire Employees, and Failing to Recommend the Employment of an Applicant

The President has the authority to not tender a new employment contract to a faculty
member, to discontinue a continuing contract of office personnéher employees under

this type of contract, to terminate an employee at will, to not rehire an employee when an
existing employment contract ends, to terminate an employment contract during the
contractual period when the contract so allows, and not ton@end the employment of an
applicant, all at his/her discretion, with or without cause, but without violating the protective
rights of an employee or applicant. If an affected employee or applicant believes his/her race,
sex, religion, national origin, slability, age, protected First Amendment rights or other
protected rights have been involved in the decision of the President, he/she may, upon
receiving notice of the decision, appeal the decision and action of the President to the Board
of Trustees as séorth in Chapter VIl of this manual. The affected parties must allege facts

in the Notice of Appeal, and at the hearing shall have the burden of making a prima facie
case, showing the involvement of his/her race, sex, religion, national origin, dysaigé,
protected First Amendment rights, or other protected rights in the employment decision. If
the affected party fails to allege facts in his/her Notice of Appeal or present evidence at the
hearing that any of these protected rights were involvékeidecision, the Hearing

Committee may dismiss the appeal. If at the hearing the affected party presents evidence
showing a prima facie case, then the President has the burden of showing that race, sex,
religion, national origin, disability, age, protedtEirst Amendment reason, or other protected
rights were either not a factor or not a substantial factor in the employment decision. At the
conclusion of the President's evidence, the employee will be given the opportunity to present
evidence in rebuttal.

320. Employee Grievance Procedures

32001 PurposeThe purpose of this Grievance Procedure is to assure ttarfall
and partime employees of Sampson Community College that their grievances
will be considered fairly, rapidly and in a nthireatening smosphere. This
Grievance Procedure is expected to encourage employees to initially discuss
problems and matters of concern with their supervisor. The college would like to
address all grievances informally, and supervisors and employees are expected to
make every effort to resolve any problems as they arise. Free discussion between
employees and supervisors will lead to better understanding of the policies and
procedures affecting all employees, thus serving to identify and eliminate
conditions which mayause further misunderstandings. However, the college
recognizes that not all grievances will be satisfactorily settled between an
employee and his or her supervisor. Therefore, this Grievance Procedure has been
adopted. Employees should utilize this pragedirst in all applicable situations.
Any employee electing initially to pursue a grievance outside of this procedure
has thereby waived the ability to pursue his or her grievance hereunder unless
otherwise permitted by the college.



32002 Definition of Grievance Grievance is defined as any matter of employee concern
or dissatisfaction within the control of the college, except for the following:

(a) The content of college policies except as such policies modify or impact on
an employee's employment.

(b) The decision to terminate, suspend, demote or discipline an employee for
violating Section 319. See Section 39 procedures to use in this
instance.

(c) The decision not to tender a new contract, discontinuing a continuing
contractterminating emplyees andailing to re-hire employeesSee Section
319for procedureso use in those cases.

(d) The decision to terminate wrda RIF policy. See Section 3&8 those
procedures.

32003 ProcedureEmployees should seek the informal resolution avgmces with
those parties involved in the grievance (except when circumstances warrant the
immediate appeal to the employee's supervisor). Appeal will be afforded each
employee through the employee's chain of commampeal is available to both
the compaining party and the party against whom toenplaint may have been
made.

Unresolved grievances will then be addressed in writing by letter to the college
President. The letter will include a statement of the grievance and whether the
employee is seekingfficial redress under section 320this manual. If audience

is sought with the President, it will be requested in the letter of grievance. This
request will be granted and the conference held within five (5) working days after
receipt of the requesth& word "day" shall mean any day except Saturday,
Sunday, or a college holiday. In computing any period of time, the day in which
notice is received is not counted. Within thirty (30) days after the conference day,
the President will give the staff memlaesimple, unelaborated, written statement
of his/her decision. This statement shall be conveyed by certified mail, return
receipt requested, addressed to the employee's last address of record at the
college, or by delivering the statement to the emplogesgmally. If still not

satisfied, the complaining party or the party against whom the complaint was
made may request a hearing before the Board of Trustees as provided by Chapter
VIIL.

321 Employee Records

Employee records are protected by the Ger&tiatlites of North Carolina under Chapter 126,
Article 7. All institutional records must conform to the dictates of this chapter. All

employees, former employees, and applicants for employment have the right to inspect their
personnel file in its entirety h the exception of letters of reference submitted prior to



employment or information concerning a medical disability, mental or physical, that a
prudent physician would not divulge to a patient. These files are open for inspection during
normal working lours subject to the convenience of the personnel office. Any individual who
objects to material in his/her file may place in his/her file a statement relating to the material
he/she considers to be inaccurate or misleading. All employees, former empdoykes,
applicants for employment may seek the removal of the objectionable material through a
written grievance to the President

322 Academic Freedom and Integrity

32201 Academic FreedonSampson Community College, as an institution
dedicated to free irestigation, assures all faculty that their right to free inquiry
will be protected. With this freedom, however, a certain amount of responsibility
is incumbent upon the individual faculty member. He/she should recognize the
intricate relationship betwedreedom and responsibility. The instructor, as a
citizen, should be free from institutional discipline, but his/her special position as
a person of learning imposes certain obligations. He/she should remember that
the public may judge his/her college ansllmer profession by his/her actions.
He/she should be accurate, restrained, and respectful toward others and should
clearly establish that he/she is not speaking for the college. (In the classroom,
he/she should not introduce into his/her teaching, cositstal material which
shows no relation to the subject at hand.) However, the instructor's right to teach
his/her subject will be protected at all times from administrative and political
interference (just as the instructor is expected to respect the oighis/her
students). Each member of the faculty may carry out research which is in keeping
with the purpose of the college and which is related to instructional improvement.
Any research carried out on institution time for pecuniary return shouldthave
approval of the administration.

32202 Academic Integrity The Board of Trustees expects professional integrity and
responsible judgment in the exercise of all instructional or administrative duties at
Sampson Community College. No individual shaillifne any action which
undermines the proper faculsgudent relation or violates the code of ethics.

323 Reduction in Force

32301 Definitions For the purposef&ection 323the following terms have the
meanings indicated:

1. "Termination" means #éhcessation of employment of an employee, the
transfer of an employee to a lower paying position, a reduction of the
employee's status to pdnne employment, or a reduction in pay for reasons
of financial exigency or program change. The nonreappointoiet
employee on a specified term appointment is not a termination, and no
objection to a nonreappointment may be filed under this procedure.



2. "Employee" means any member of the college's faculty and staff.

3. AFi nanci al exi geédedine’inthmeolleges financigl s i gni
resources that is brought about by decline in enroliment or by other action or
events that compel a reduction in the college's current operations budget.

4. "Program change" means any elimination, curtailment, or aaaagtion of a
curriculum or extension offering, program, college operation, or any
reorganization that is unrelated to financial exigency.

5. "Faculty and Staff Committee” means a committee to be constituted from the
employees of the college excluding tRresident. The committee, which shall
consist of not less than five (5) members including at least or&(inistrator,
shall be selectebly the President and approved by the Board of Trustedse

basis of broad representation from tdodlege staff The committee is empowered
to discharge functions prescribfext it in this policy.

6. "Day," except where calendar day is specified, means every day including
Saturdays and Sundays, but it does not include official holidays such as
Thanksgiving and Clstmas.

32302 General Grounds for TerminatioA continuation of the institution's
obligation to one or more employees cannot or should not reasonably be further
met when the Board decides that because of demonstrable bona fide financial
exigency or beasse of a program change for demonstrable bona fide institutional
reasons and because the services of the employee(s) are no longer appropriate to
the programs of the college being conducted at that time. Such a decision may be
made and any resulting termation may be effective in accordance with the
procedure provided in this reductiamforce (RIF) policy.

32303Board's Preliminary Determination and Statem#rihe Board decides that a
state of exigency exists or is imminent and that terminationeoéimployment of
one or more employees may be a needed consequence of either circumstance, it
shall forthwith prepare a statement that identifies with reasonable particularity the
financial exigency. The statement shall outline in terms as specific as the
circumstances permit the options for response readily apparent to the Board
including possible terminations of employment. This statement with a request for
committee action in accordance with the provisions of Secti8s3all be
transmitted forthwith téhe Faculty and Staff Committee, appointed by the Board
in accordance with Subsection 32B5). Simultaneously, a summary of the
statement shall be published by any means reasonably calculated to bring
it to the attention of all employees, together vatstatement that the subject has
been referred to the Faculty and Staff Committee for action. Until the committee
acts, the Board shall undertake directly through the President's office to obtain
advice and recommendations with respect to the matterssaddrin the
statement.




32304 Committee Action The committee shall consider the matters identified in the
Board's statement in order to give the Board its advice and recommendations. In
this function, the committee acts as the representative of the yae[ddnterests
in both their personal and professional concerns for the college's education
programs. The committee is entitled to further information reasonably available
to the Board or the President, including any clarification of the situation by the
Board in light of available information. Within ten (10) calendar days after it
receives the Board's statement, the committee shall submit to the Board its written
report including any minority reports. The report shall contain advice and
recommendationsda@ressed to the precise circumstance and optional responses or
courses of action for the Board's consideration or adoption. The report may be
accompanied by any communications considered by the committee.

32305Board's DecisionWithin 30 days after itaceives the committee's report and
having due regard for the advice and recommendations received from both the
committee and the President, the Board shall determine whether any option
involving terminations must be retained as a possible responseetéitnes
that in view of other available options it need not consider further operations
involving termination, it shall so notify the President, the committee, and the
staff. If it determines on the basis of all information then available that it must
take action that will (or reasonably might) involve termination, it stralismit to
the President a statement that designates the particular areas int Whidts
termination should be effected and that sets forth the criteria for selecting
individual enployees for termination of employment.

32306 President's ActionwWithin ten (10) days after he/she receives the statement,
the President shall submit to the Board his/her recommendations for terminating
the employment of particular employee(s). In mgkims recommendation,
he/she shall not be limited to considering only the employees in the areas or
programs designated by the Board in its initial statement.

32307 Notice to Individual Employeedf after considering the President's
recommendation thBoard acts to terminate employment, it shall give written
notice of that fact by certified mail, return receipt requested, addressed to the
employee’'s last address of record at the college, or by delivering the notice to the
employee personally. The notiskall include a statement of the conditions
requiring termination of employment, a general description of the procedures
followed in making the decision, and a disclosure of pertinent financial or other
data on which the decision was based.

The Board sHamake every reasonable effort, consistent with the need to
maintain sound educational programs and within the limits of available resources,
to give not fewer than 30 calendar days' notice before terminating the
employment of an employee before the ehthe employment period. But if it is

not possible to comply with the regular notice requirement, the Board shall give
as much notice as is reasonable in this time of distress.



32308Request for a HearingVithin ten (10) working days after receiving @tice
of termination, an employee may request a review of the action by the Board of
Trustees by appealing to the Board of Trustees under Chapter VIII of this manual.
The appeal will be solely to determine whether the decision to terminate was
arbitrary orcapricious with respect to that individual or was in violation of law.
This notice of appeal must specify the grounds on which it is contended that the
decision was arbitrary, capricious, or in violation of law.

Submission of such a request constituteshe part of the employee a
representation that he/she can support his/her contention by factual proof and an
agreement that the college may offer in rebuttal of his/her contention any relevant
data in its possession.

The Hearing Committee will considére appeal and shall grant a hearing if it
determines that the appeal contains a bona fide contention that the decision to
terminate was arbitrary, capricious, or in violation of law and that the facts
suggested, if established, might support the contenfialenial of the request
finally confirms the decision to terminate, and the committee shall so notify the
employee.

32309 Conduct of the Hearingrhe hearing shall begin with the employge&sentation
of contentions, those grounds specified inrdgpuest for a hearingnd supported
by such proof as the employee desires to offer. Whemptbsentation is
concluded, and unless there is a rebuttal, the Hearing Comsht#eecess to
consider whether the proof offered in support of the contedten in fact
establish the contention. If it determines that the contention has not
been established, it shall notify the parties and conclude the proceedings. This
action shall finally confirm the decision to terminate. If there is a rebuttal, it shall
notify the parties, and the hearing shall proceed. The President shall then present,
in rebuttal of the decision to terminate, such testimonial or documentary proofs as
he/she desires to offer including his/her own testimony.

After the President completesshier presentation, the Hearing Committee shall
consider the matter in executive session. The burden shall be on the employee to
satisfy the Committee by preponderance of clear and convincing evidence that the
decision to terminate was arbitrary or cafmia or in violation of law.

32310Procedures for Hearindf the Committee determines that the employee's
contention has not been established, it shall by a simple unelaborated statement so
notify the employee and the President. Such a determinatidriishty
confirm the decision to terminate. If the Board determines that the employee's
contract has been established, it shall so notify him/her and the President by a
written notice that states what corrective action must be taken.

324 Sexual Harassmat Policy and Procedures




324.01 PurposeThis policy is adopted to promote an atmosphere in which all
members of the Sampson Community College community may work and study
free of sexual harassment and to provide for the orderly resolution of complaints
of sexual harassment.

324.02 Policy. All members of this community are expected and instructed to
conduct themselves in such a way as to contribute to an atmosphere free of sexual
harassment.Any such person violating the policy will be disciplined in
acordance with th@rocedures outlined below.

324.03 Definition. Requests or demands for sexual favors, and other unwelcome
verbal or physical conduct of a sexual nature by any student or employee
constitute sexual harassment when

1. Submission to such condtis made either explicitly or implicitly a term or
condition of an individual's employment or academic standing, or

2. Submission to or rejection of such conduct by an individual is used as the
basis for employment or academic decisions affecting thatichdil, or

3.Such conduct has the effect of unreaso
performance, or creating an intimidating, hostile or offensive environment
and is not protected by free speech under the First Amendment to the
Constitution.

Sexual larassment refers to behavior that is not welcome, that is personally

offensive, that fails to respect the rights of otreerd that, therefore, interferes

with the indivi dualesssSewa makagsmentanmayntakem g e f f
different forms. One gific form is the demanfibr sexual favors. Other fornod
harassment include, but are not limited to:

Verbatl Comments of a sexual nature, including innuendos, suggestivenents,
jokes, propositions, threatand degrading/discriminatirgiéreotypicavords;
comments directed primarily at oneds ge

Nonverbal Sexually suggestive objects or pictures, graphic commentaries,
suggestive or insulting sounds, leering, whistling, obscene gestures.

Physical Unwanted physical contact, including touchipgching, brushing the
body, pushing.

All employees administratorsfaculty and staff alike are responsible for
maintaining an environment thatfi®e from sexual harassment. Students, as well,
are expected to comply with thlicy and to take apppriate measures to

ersure that such conduct does notur. Employees or students who violate this



policy will be subject tappropriate disciplinary action up to and including
termination or expulsion.

324.04Appointment of Grievance OfficersThe Preslent shall appoint two or more

sexual harassment officers hereafter te
receive complaints in an informal manner. The names of the grievance officers

are posted on the official bulletin board of the college (kExtat the east entrance

of North Building) with the lisof college committees. The Dean of Student

Services will serve as one of the grievance officers.

324.05Application of the Grievance Procedure&ny employee who believes that she/he
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has beenexually harassed by a supervisor, axarker, or by anyone else
associated with th college, or who believes that another employee is being
subjected to sexual harassment, should report the matter immediately to either of
the grievance officers so that aippriate corrective action may be taken.

Any student who believes that she/he has been the subject of sexual harassment or
who believes that another student is being sexually harassed, should report the
situation immediately to one of the grievance offscgo that appropriate

corrective action may be taken.

Following a complaint of sexual harassment, an investigation will be undertaken
by the college. The college will, to the maximum extent feasible, maintain the
confidentiality of all complaints on aerdto-know basis. However, an adequate
investigation of such complaints generally will require disclosure to the accused
party and other witnesses in order to gather pertinent facts.

No retaliatory measures will be taken against any student or anyysra gt
complaining of sexual harassment. Likewise, no retaliation actions will be taken
against any individual for assisting or cooperating with the college in its
investigation of sexual harassment complaints.

Any employee, student or member of thelegeé community who feels he or she
has been or may have been subjected to sexual harassment is strongly encouraged
to seek assistance from one of the grievance officers.

Any employee or student who has reported a violation but does not feel that
approprihk e corrective action has been taken
coll egebs Board of Trustees as set fort
person or persons against whom the complaint was made may appeal to the Board

of Trustees as sérth in Chapter VIII.

Conflicts of Interest and Acceptance of Gifts

Trustees and employees of the College must comply with the provisions of NCGS
138-A. This includes prohibitions against the solicitation and acceptance of gifts.



(a) Trustees and epfoyees may not knowingly, directly or indirectly, ask,
accept, demand, exact, solicit, seek, assign, receive, or agree to receive
anything of value for the covered person or legislative employee, or
for another person, in return for being influenced i@ discharge of

t he empl oyeeds of ficial responsi bi
received by the employee from the College for acting in the
empl oyeebs official capacity.

(b) Employees may not solicit for a charitable purpose any gift from any
subordinate epioyee. This does not apply to generic written
solicitations to all employees. Nothing in this subsection shall prohibit
an employee from serving as the honorary head of the SCC
Foundation Fund Driver similar charitable campaign.

(c) No trustee or employeenay knowingly accept a gift, directly or
indirectly, from a lobbyist or lobbyist principal.

(d) No trustee or employee may knowingly accept a gift, directly or
indirectly, from a person whom the employee or trustee knows or has
reason to know any of the following:

(2) Is doing or is seeking to do business of any kind with the
College.
(2) Is engaged in activities that are regulated or controlled by
the College.
(3) Has financial interests that may be subst#gtiand
materially affected, in a manner distinguishable from the
public generally, by the performance or nonperformance of
the empl oyeeds or trusteesd of

(e) Subsections (c) and (d) of this policy do not apply to any of the
following:

Q) Foad and beverages for immediate consumption in
connection with public events.

(2) Informational materials relevant to the duties of the covered
person or legislative employee.

3) Reasonable actual expenditures of the employee or trustee
for food, beveragesregistration, travel, lodging, other
incidental items of nominal value, and entertainment, in
connection with (i) an employee or trustee attendance at an
educational meeting for purposes primarily related to the
public duties and responsibilities of the@oyee or trustee
or in order for the employee or trustee to participate as a
speaker or member of a panel; (i) a public servant's



(4)

()

(6)

(7)

(8)

attendance and participation in meetings as a member of a
board, agency, or committee of a state, regional, national,
or international legislative organization of which the
employee or trustee is a member by virtue of their public
position, provided the following conditions are met:

a. The reasonable actual expenditures shall be made
by a lobbyist's principal, and not a lofdt.
b. Any educational meeting must be attended by at

least 10 or more participants, have a formal agenda,
and notice of the meeting has been given at least 10
days in advance.

C. Any food, beverages, or entertainment must be
provided to all attendees defined groups of 10 or
more attendees.

d. Any entertainment must be incidental to the
principal agenda of the educational meeting.

A plaque or similar nonmonetary memento recognizing
individual services in a field or specialty or to a charitable
calse.

Gifts accepted on behalf of the College for the benefit of
the College.

Anything generally made available or distributed to the
general public or all other community college employees
by lobbyists or lobbyist's principals.

Gifts fromthet r ust eeds or empl oyeeds,
same household.

Gifts given to a trustee or employee not otherwise subject
to an exception under this subsection, where the gift is food
and beverages, transportation, lodging, entertainment or
related expeses associated with the public business of
industry recruitment, promotion of international trade, or

the promotion of travel and tourism, and the employee is
responsible for conducting the business on behalf of the
College, provided all the following cditions apply:

a. The employee or trustee did not solicit the gift, and the
public servant did not accept the gift in exchange for
the performance of the empl o
duties.



b. The public servant reports electronically to the
Commission wthin 30 days of receipt of the gift or of
the date set for disclosure of public records under G.S.
132-6(d), if applicable. The report shall include a
description and value of the gift and a description how
the gift contributed to the public business ofiustry
recruitment, promotion of international trade, or the
promotion of travel and tourism. This report shall be
posted to the Commission's public Web site.

c. Atangible gift, other than food or bewages, not
otherwise subject to an exception under shiksection
shall be turned over as College property to the within
30 days of receipt, except as permitted under subsection
(f) of this section.

(9) Gifts of personal property valued at less than one hundred
dollars ($100.00) given to an employee or teestservant in the
commission of the public servant's official duties if the gift is
given to the public servant as a personal gift in another country
as part of an overseas trade mission, and the giving and
receiving of such personal gifts is considereccustomary
protocol in the other country.

(10) Gifts given or received as part of a business, civic, religious,
fraternal, personal, or commercial relationship not related to
the person's public service or position and made under
circumstances that a emable person would conclude that the
gift was not given for the purpose of lobbying.

a. A prohibited gift that would constitute an expense
appropriate for reimbursement by the public servant's
employing entity if it had been incurred by the public
servantpersonally shall be considered a gift accepted
by or donated to the State, provided the public servant
has been approved by the public servant's employing
entity to accept or receive such things of value on
behalf of the State. The fact that the employamgty's
reimbursement rate for the type of expense is less than
the value of a particular gift shall not render the gift
prohibited.

b. A prohibited gift shall be declined, returned, paid for at
fair market value, or donated immediately to charity or
the State.
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c. An employee or trustee may not accept an honorarium
from a source other than the College for conducting any
activity where any of the following apply:

(1) The College reimburses the covered person or
legislative employee for travel, subsistenaed
registration expenses.

2) The Coll egedbds work ti me

(3) The activity would be considered official duty
or would bear a reasonably close relationship to
the empl oyeeds official

An outside source may reimburse the Collegeactual expenses incurred

by the College in conducting an activity within the duties of the employee,

or may pay a fee to the College, in lieu of an honorarium, for the services

of the employee. An honorarium permissible under this subsection will not
be considered a gift for purposes of policy.

Staff Development

The College recognizes that educational quality is dependent upon the availability
of qualified professional staff and faculty. Furthermore, no resource is more
dynamic. People grow professilly in order to fulfill their mission of service to

the College and to the community. The College is committed to the development
and delivery of quality educational programs to the community from which it
draws support. Fundamental to this goal esdevelopment of personnel

resources in all areas within the College.

To promote personal and professional growth, the College encourages faculty and
staff members to determine their own development needs, to adopt individual
goals, and to plan and ingshent staff development

lllegal or Abusive Use of Alcohol & Other Drugs

Sampson Community College is committed to maintaining an environment that
supports and encourages the pursuit and dissemination of knowledge and the
acquisition of job skills whiclprovide for meaningful employment. All members

of the college communitystudents, faculty, administrators and staff, share in the
responsibility of protecting and promoting this environment and are expected to
exemplify high standards of professional gedsonal conduct. The illegal or
abusive use of alcohol and other drugs by members of the college community
undermines this educational environment. North Carolina and federal laws restrict
or prohibit the use of alcohol and other drugs in various canté&ke illegal or
abusive use of alcohol and other drugs is not compatible with the personal health
and welfare of students and employees, the realization of the mission of the



college, and will not be tolerated by Sampson Community College on the campus
or as part of any institutional activities.

The use and abuse of alcohol or other drugs can have serious negative
consequences. Higisk choices can lead to significant academic, legal, financial,
job performance ancklationship problems, as well as piehs with physical,

mental and emotional health. A table of possible effects of such choices regarding
controlled substances are described | the appendix: Controlled Substdsess

and Effects. Higkrisk use of alcohol and other drugs is also a factamjuries

and deaths related to overdose, accidents and crimes.

The consequences of higisk behavior by one individual cannot be isolated.

Alcohol and drug abuse affect not only the user, but friends, family, classmates,
coworkers and the entirecallee communi ty. The Coll egeds
healthy environment.

GENERAL POLICY

Sampson Community College recognizes the following as undesirable: the abuse
of alcohol, the use of illegal drugs, and the abuse of medically prescribed -or over
the-courter drugs. The institution will attempt to minimize incidents of such
conduct through educational and counseling activities, as well as student and
employee disciplinary action.

Education and Counseling’ Sampson Community College will make alcohol
and dug abuse education and counseling services available to all members of the
academic community. These services shall include:

o Educating the campus community about the health and safety hazards
associated with alcohol and drug abuse and the incompatddiktizohol
and drug abuse with achievement of personal and educational goals.

e Encouraging members of the campus community to make use of available
campus and community counseling and medical and rehabilitation
resources in dealing with drug abuse problefe College assures
persons who voluntarily avail themselves of these services that applicable
professional standards of confidentiality will be observed.

e Informing the campus community of the potential legal and educational
consequences (including bathiminal law and College discipline) of
abuse or illegal use and/or distribution of alcohol and drugs.

o Distributing annually to all members of the College community copies of
Sampson Community Coll egebds Drug Pol
prevention, ounseling and rehabilitation. Copies of the statement will also
be distributed to all new employees upon employment.

Conduct Prohibited by the College



Prohibited Conduct - As citizens, students and employees are responsible
for knowing about and complyg with provisions of applicable federal,

state and foreign laws that make it a crime to possess, sell, deliver or
manufacture those drugs designated collectively as "controlled
substances," as well as those laws that related tgoesleession and use

of alcoholic beverages. Any member of the College community who
violates pertinent state, federal or foreign laws or College policy regarding
these subjects may be disciplined.

The DrugFree Workplace Act of 1988 and related regulations (34 CFR 85.600 et
seq.) require that any employee who is convicted of any criminal drug statute
violation occurring within the College community must notify the appropriate
supervisor or management person no later than five (5) calendar days after such
conviction. (Any emploge who fails to provide notification shall be subject to
disciplinary action up to and including dismissal.) Disciplinary action against any
employee convicted of a drug offense within the College community must
commence within 30 days after receipt ofio®if the conviction. The College

may, at any time initiate its own disciplinary proceedings against a student,
faculty member, administrator or other employee when the alleged conduct (either
on-campus or ofcampus) is deemed to affect the interesth®efCollege.

Penalties will be imposed for violation of the policies of Sampson Community
College only in accordance with procedural safeguards applicable to disciplinary
actions against students, faculty members, administrators and other employees,
respetively. The penalties that may be imposed range from written warnings with
probationary status to expulsion from enroliment and discharge from
employment.

e Empl oyees who violate the Coll egeds
use of alcohol and other drugdl be subject to disciplinary action in
accordance with personnel policies outlined in the Sampson
Community College Staff Handbook as set forth in Chapter VI.
Dismissal, Suspension, and Other Disciplinary Action Taken Against
Employees.

e Studentswhoivol at e the Coll egeds policy c
of alcohol and other drugs will be subject to disciplinary action in
accordance with the provisions stated in the Sampson Community
College Student Code of Conduct .

Legal Sanctions

Local, statefederal and foreign laws provide a variety of legal sanctions and
penalties for the unlawful possession, use or distribution of illicit drugs and
alcohol. These sanctions include, but are not limited to, incarceration and
monetary fines. The illegal or afive use of drugs and alcohol by members of the
academic community may subject them to criminal prosecution by governmental



agencies in addition to disciplinary action by the College. Status as a student or
employee of the University in no way insulatdawa breaker from criminal
prosecution and punishment. The constitutional concept of "double jeopardy”
does not prevent state and/or federal prosecution and College punishment for
conduct that violates state, federal or foreign law and College policy.

Alcohol - North Carolina General Statues, section I8, states the in
North Carolina: "Unless a different punishment is otherwise expressly
stated, any person who violates gmgvision of this Chapter shall be

guilty of a misdemeanor and upon convictitkals be punished by a fine,

by imprisonment for not more than two years, or both....." Local laws and
ordinances and College regulations are preempted by state laws regarding
regulation of alcoholic beverages.

lllicit Drugs - The Federal Controlled Subsetzes Act (21 U.S.C.A. 841,

et seq .) provides "firadffense" penalties of up to 15 years imprisonment
and fines of up to $25,000 for unlawful distribution or possession with
intent to distribute narcotics. For unlawful possession of a controlled
substancea person is subject to up to five years of imprisonment and fines
of up to $15,000. Any person who unlawfully distributes a controlled
substance after a prior conviction, or to a person under 21 years of age or
within 1,000 feet of the university campuomy be punished by up to twice
the term of imprisonment and fine otherwise authorized by law.

North Carolina law provides that any person who violates the criminal statues by selling,
distributing or manufacturing opiates and narcotics such a cocairreeswid, shall be
guilty of a Schedule | or 1l drug offense.

For a Schedule | or Il substance, the crime is a Class H felony punishable by maximum
imprisonment of 10 years and/or a fine. Any person who sells, distributes or
manufactures substances suchabiturates, depressants, stimulants or marijuana shall

be guilty of a Schedule 1lI, IV, V or VI drug offense. This crime constitutes a Class |
felony punishable by maximum imprisonment of five years and/or a fine. Possession of a
Schedule | substancerstitutes a Class | felony. Possession of a substance classified in
Schedules 11, 11l or IV constitutes a misdemeanor punishable by maximum imprisonment
of two years and/or a $2,000 fine (or a Class | felony if quantity is sufficiently large).
Possessionf@ substance classified in Schedule V constitutes a misdemeanor punishable
by maximum imprisonment of six months and/or a $500 fine. Possession of a Schedule
VI substance is a misdemeanor punishable by maximum imprisonment of 30 days and/or
a $100 fine.

College Sanctions

Alcohol - The possession and use of alcohol on the campus of Sampson
Community College is prohibited.



Trafficking in lllegal Drugs - The following minimum penalties shall be
imposed for the particular offenses described:

For the illegal manufacture, sale or delivery, or possession with intent to
manufacture, sell or deliver, of any controlled substance identified in Schedule I,
North Carolina General Statutes, sectior890 Schedule II, North Carolina

General Statutes, section-90 (including, but not limited to, heroin, mescaline,
lysergic acid diethylamide, opium, cocaine, amphetamine, methaqualone) or
similar relevant provisions of federal or foreign law, any student shall be expelled
and any faculty member, administrator or otheployee shall be discharged.

o For a first offense involving the illegal manufacture, sale or delivery, or
possession with intent to manufacture, sell or deliver, of any controlled
substance identified in Schedules Il through VI, North Carolina General
Statutes, sections 991 through 94 (including, but not limited to,
marijuana, pentobarbital, and codeine) or similar relevant provisions of
federal or foreign law, the minimum penalty shall be suspension from
enrollment or employment for@eriod of atéast one academic year (three (3)
full semesters).

lllegal Possession of Drugs

o For a first offense involving the illegal possession of any controlled substance
identified in Schedule I, North Carolina General Statutes, secti@9 20
Schedule II, NortlCarolina General Statutes, section®l) or similar
relevant provisions of federal or foreign law, the minimum penalty shall be
suspension from enrollment or from employment for a period of at least one
semester or its equivalent.

« For afirst offense wolving the illegal possession of any controlled substance
identified in Schedules 1l through VI, North Carolina General Statutes,
sections 91 through 904, or similar relevant provisions of federal or
foreign law, the minimum penalty shall be probatifor a period to be
determined on a cag®/-case basis. A person on probation must agree to
participate in a drug education and counseling program, consent to regular
drug testing, and accept such other conditions and restrictions, including a
programd® community service, as the Presic
appropriate. Refusal or failure to abide by the terms of probation shall result in
suspension from enrollment or from employment for any unexpired balance of
the prescribed period of praian.

e For second or other subsequent offenses involving the illegal possession of
controlled substances, progressively more severe penalties shall be imposed,
including expulsion of students and discharge of faculty members,
administrators or other emplesgs.

Suspension Pending Final Disposition



When a student, faculty member, administrator, or other employee has been

charged by the College with a violation of policies concerning illegal drugs, he or

she may be suspended from enroliment or employméotebmitiation or

completion of regular disciplinary proceedings if, assuming the truth of the
charges, the President or the President
continued presence within the College community would constitute a clear and
immediate danger to the health or welfare of other members of the College

community; provided, that if such a suspension is imposed, an appropriate hearing

of the charges against the suspended person shall be held as promptly as possible
thereafter.

Reporting

Annually, the Dean of Student Servicedl submit to the Board of Trustees a
report that will include information about drug education/prevention programs
and incidents related to the illegal or abusive use of drugs during the preceding
year, an assessmteof the effectiveness of the program, and any policy changes.
A copy of the report shall be provided to the President, who will confer with the
Board about the effectiveness of the campus programs.

The President will, in accordance with the requiremehtie DrugFree

Workplace Act of 1988, notify federal granting or contract agencies within 10
days after receiving notice that an employee directly engaged in the grant or
contracting work has been convicted of a drug offense in the College community.

328. Communicable Disease

The college is committed to assure, to the extent possible, that each employee and
studentenjoys safe and healthful work and study conditions. The college, in its
effort to controlcommunicable diseases on the campus, has adibypggablicy

and provisionsPersons infected or reasonably believed to be infected with
communicable diseases will no¢ excluded from enrollment or employment, or
restricted in their access to college servimefacilities unless medicallgased
judgmaents in individual cases establish that exclusiorestriction is necessary to

the welfare of the individual, other members of the institutiootloers

associated with the institution through clinical, cooperative, intern, or other such
experiences inMeing the general public.

Persons who know, or have a reasonable basis for believing, that they have been
infected orhave a communicable disease which may pose a threat to others are
expected to seek expadvice about their health circumstances andhligated,
ethically and legally, to condutiiemselves so as to protect themselves and

others.



Employees, employees of contractors or contracted services, or students infected
with acommunicable disease have the responsibility of reporting this ftw to
Personnel Officeor the Dean of Student Services, as appropriate.

The institution will continue a program of educating and informing employees
and studentabout communicable diseases, warning signs, and protective
measures. The educatiprogram wil include, but not be limited to, written
publications, seminars and workshog@sgd curiculum content.

328.01Pandemidreparedness Plan.

Overview

The following Pandemic Preparedness Plan has been developed to guide the

College in preparing for angsponding to an influenza outbreak that is

uncontained and pandemic in nature. According to the World Health

Organi zation fAdAan influenza pandemic occ
against which the human population has no immunity, resultingvieral

simultaneous epidemics worldwide with enormous numbers of deaths and illness.

With increase in global transport and communications, as well as urbanization and
overcrowded conditions, epidemics due to the new influenza virus are likely to
quickytak e hol d around the worl d. o

Assumptions
In the event of a pandemic influenza outbreak, federal and state agencies may
have minimal resources available for local assistance and local authorities will be
responsible for any localipased response plans.
A pandemic flu will easily and rapidly spread from person to person resulting in
substantial absenteeism from the College among both employees and students.
For the first two weeks of the pandemic
will be unable to wik. As many as 30 to 50% of the students will become ill.
Directives to close schools, cancel public event, restrict travel and quarantine
areas may be issued by the Center for Disease Control, by action of the North
Carolina Public Health Department, oy the Sampson County Health
Department.
It is expected that a pandemic outbreak may result in the closing of all College
facilities for a period of eight weeks or longer.
Vaccines and antiviral medications will be in short supply during the initial
monthsafter the onset of the outbreak and the effectiveness of those that are
available will be unproven. An effective vaccine may not be available until six
months after the initial outbreak.

Purpose

The plan is intended to minimize the impact of an inflaeoatbreak on students,
faculty, and staff by identifying specific actions that will be undertaken by the
College. The key goal is based upon four main strategies:



Protecting the health of all students, faculty, staff and visitors on the College
campusand extension sites.

Effectively communicating to the College community and the public during the
duration of a pandemic outbreak.

Sustaining necessary College operations and services as long as it is reasonable
and safe to continue to do so.

Preventinghe spread of any viral infection within SCC facilities.

The plan addresses the following management elements for Pandemic Influenza

Plan response including the following:

Communication to SCC from external sources regarding the pandemic virus as

well as nternal communications within SCC.

Activities targeting the reduction in the spread of the virus:

- Reducing risk of infected persons entering the facility.

- Student spacing reducing persiorperson interactions

- Cleaning and disinfecting facilities

- Educatingstudents, faculty, and staff to address concerns.

- Handling students and employees who become ill at the college and those who
may have been exposed to the virus at the college.

Prevention/Treatment, related information regarding provision of and use of:

- influenza vaccine

- antiviral medication

Continuance of essential educational functions:

- identification of essential staff and functions

- planning for absenteeism of students and staff

- communication with students, faculty, and staff

- pandemic influenza educati for the college community

Maintenance of essential facility operational functions:

- ldentification of essential staff and functions

- Planning for absenteeism of plant operations staff

- Planning for absenteeism of supervisory and administrative staff

- Plannng for absenteeism of payroll and support business functions

- Ordering and stocking of essential supplies and support services

- Planning for absenteeism of computer support personnel

- Communication with staff

- Pandemic influenza education for employees

Pandemc Coordinator

The Vice President for Administration will service as the Pandemic Coordinator.

The Pandemic Coordinator will be responsible for:

- Overseeing all planning efforts

- Coordinating the response team meetings and performance

- Developing the pandempreparedness, response, and recover plan with the
team

- Developing timelines for team responses

- ldentifying and procuring resources for the response team



- ldentifying performance measures for the response team
- Monitoring pandemic status

Pandemic Responsd@eam

The Pandemic Coordinator will serve as
consisting of the following staff and faculty members:
- President

- Vice President for Academic Affairs
- Vice President of Finance

- Dean of Student Services

- Dean of Continuindeducation

- Division Chair, Health Programs

- Director of Computer Services

- Director of Emergency Services

- Maintenance Supervisor

- Housekeeping Supervisor

- Campus Security

Communication

Communications to Public

The president will serve as the lead spokespéfimaine college and will

designate a back up chain of command in the event of illness of administrative

staff.

SCC will follow normal notification of a business interruption as outlined in the

coll egebs inclement weather policy to i
regional televsion (WRAL, WTVD, WECT)

local newspaper

college switchboard

- college website

Communications wil |l be via the coll egebo
and the use of automated attendant announcements. Website information will

include links to other lodastate, and federal agencies to help create awareness

and education people on pandemic flu prevention and plans for the College.

Conduct media briefings and issue news releases as necessary in coordination

with the other local and state agencies.

Communications to Employees

Communications to employees will be managed through normal operating

procedures including the use of the established calling tree. The college will

advise employees in advance where to findaigate and reliable information.
Communications to employees will be supplemented by information placed on the
coll egebs main website or a dedicated w
announcements, and broadcast email to employee email accounts.

Educational communications will be provided teweurage employees to acquire

and maintain personal, regular healthcare services.



Communications will be provided concerning college policies for employee
compensation and sick leave absences that may be unique to a pandemic.

Communications to Students

Communications wil |l be via the coll egedos
the automated attendant announcements, and broadcast email that support the
dissemination of information advising students of the special policies and
procedures that are in effeduring the outbreak, of changes in course delivery,
and of possible closing and reopening of the college.

The college will utilize nursing and emergency services faculty communicate and
educate students about effective hygiene habits before any outboeakso

protect everyone now.

Disseminate information about the pandemic preparedness and response plan.
Anticipating the potential fear and anxiety of students and employees as a result
of rumors and misinformation and plan rapid and accurate commiongat
accordingly.

Prevention

Upon notification that a potential outbreak of pandemic influenza is occurring
within the United States, the Response Team will:

Set up prominent notices at all building entrances to instruct employees, students,
and visitorswith notices to not enter the building if they have any symptoms of
influenza.

Informational postings will be placed around the college (entrances, notice
boards, conference rooms, and restrooms) to educate how to stop the spread of the
virus through persmal hygiene practices. Notices will include information
concerning hand hygiene, covering coughs and sneezes, and appropriate student
spacing.

Housekeeping will ensure that adequate supplies of tissues, hand sanitizing gels,
disinfectant soaps, and diséttant cleaning supplies are available for employees
and students.

Distribute to all employees and students a pandemic influenza fact sheet
containing information regarding stopping the spread of the virus and performing
effective student spacing.

Instructthat all shared work areas (desktops, tables door knobs, stair rails, etc.) be
cleaned with a disinfectant at least daily, and preferably more often.

Anticipate that the plant operations staff may be diminished by 30% during the
outbreak.

Develop and dissminate policies and procedures for containment measures to
include the cancellation of events and any mass large gatherings.

Implement alternative procedures to assure continuity of instruction to include the
alteration of ongoing sitbased instructiorotdistance learning instruction in the
event of large numbers of absenteeism or the possible closure of the College.
Consult with local and state public health officials, and dependent upon the
significance of the outbreak, considering the possible cladititge College.



Implement student spacing requirements that include the following strategies:

- Space students three (3) feet apart in small pods or clusters

- Discourage prolonged congregation in hallways, cafeteria, etc.

- Close the game room

- Limit group actvities

- Cancel any school activities that place individuals in close proximity such as
use of vans for student travel

Possible closing of compensatory education classes

Plant Operations

During a period of outbreak, the demands on the plant operatiohwititaf

increase while staff shortages from sickness are anticipated. As a result, the
following, when necessary, the following responsibilities will be shared among all
employees as directed by the administration.

Disinfection of all shared work areagumters, railings, door knobs and openers,
stair rails, and elevator buttons should be performed more frequently during the
pandemic.

Filters of all mechanical systems should be changed with more frequency.
Telephones should not be shared. If shared,dhewyld be cleaned frequently by
users.

Computer keyboard and mice should not be shared whenever possible. Shared
keyboards and mice should be cleaned/disinfected between users using
recommended wipes or procedures provided by the College.

Where possibleyentilation should be increased in buildings. During evening
hours, when the buildings are secure, rooms should be thoroughly ventilated by
opening interior doors and allowing HVAC systems to run continuously.

Educating Students/Employees to Eliminate Gncern

Recognizing that there will be anxiety regarding the pandemic influenza activities

that may contribute to increased absenteeism and distress evident among the staff.

The Response Team will address this by:

- Education of, and appropriate communicatio, all employees and students.

- Provide timely updates to employees and students.

- Communicate with local resources including the Sampson County Public
Health Department concerning the services that are needed to provide access
to available support mechams such as mental health, social services, and
churches.

Managing lllness Among Employees, Students, or Visitors

The Response Team will post information on what to do if people get sick while
at SCC.

The Response Team will educate faculty, staff, andestts regarding the
symptoms of the iliness.



If a person becomes ill, or if someone observes that another person is exhibiting
symptoms of influenza while on the campus, the ill person will be instructed to
leave the SCC facilities as soon as possible.

Allill persons will be encouraged to seek medical care.

Student services staff and faculty members will report to the Response Team if
influenza is likely present on the campus based on appropriate information or
observation.

Educate faculty, staff, and stents regarding standard baselines for staying home
and when they return to the College.

Treatment

Influenza Vaccine

Public health officials will make the best use of available vaccine and will inform
schools and the public on how any available vacwiiidbe used. Officials

estimate that it may take six months or more to manufacture the vaccine after the
pandemic begins.

SCC will encourage employees and students to obtain the annual seasonal
influenza vaccine.

The College will rely upon advice fromdtCenter for Disease Control for advice

on priority groups for pandemic influenza immunization

Anti-Viral Medication

Anti-viral medications may play an integral role in the treatment and prevention

of pandemic influenza; however, their efficacy againsamdemic strain of

influenza is currently unknown. Unlike the influenza vaccine, limited amounts of
certain antiviral medications are already available, though there may be barriers in
attempting to use them as a treatment and prevention tool in theogaent

pandemic influenza. The Center for Disease Control will provide
recommendations concerning the use of-aiméil medications.

Continuity of Operations

SCC administration will ensure that core functions, people, and skills have been
identified andthat strategies are in place to manage these prior the pandemic.
The administration will manage staff and operations to ensure that payroll and
accounts payable will be maintained and that communications with employees
and students is ongoing.

Maintenanceof the Plan

The Emergency Response Team will:

Review and revise the plan annually.

Exercise and test the plan annually using desktop simulations.

Incorporate exercise results into the plan to improve the effectiveness of
procedures.



329.Longevity

Employees assigned to permanent-futie or permanent patime positions shall
receive longevity pay as provided by state regulations.

330.Educational Leave

330.01Policy. The Trustees recognize that employees of the college must
maintaintimely comgetencies as well as pursue opportunities for
intellectual and academic growth. Staff development is important to the
successful operation of the college.

In view of these needs, the State Board of Community Colleges and the
Trustees provide the opportunior "educational leave" as defined below
subject to requirements set forth in section 402.

1. The employee is employed on-a®nth or more basis.

2. Educational leave will not exceed a period of 60 working days a
calendaryear. Also, no more than 60ovking days of educational leave
will be granted to an employee during any three year period, unless
unusuakircumstances warrant.

3. The studies engaged in during such educational leave are directly
related tamproving the competence of the employeéhim duties
assigned oanticipated by the President.

4. Educational leave will not be granted to an employee until he/she been
employed at the institution for three years. This requirement may be
waived ifcircumstances warrant and the employee conttactsturn to

the college théollowing two years.

5. The President and Trustees approve the educational leave requested.

6. The employee is under contract to return to the college the following
year and expresses his/her intent to honor this contractnfployee who

fails tohonor the contract stipulated shall be required to repay the amount
expendedor educational leave. If an employee fulfills a portion of the
contract beforéailing to honor the contract, repayment shall be based on a
pro-rata porton.

330.02Review In reviewing requests, the college will consider the following
factorsamong others:



1. The progress which the institution will make in strengthening its
academigrograms and administrative capacity as a result of granting
educatioal leave.

2. Requests by other employees for educational leave during the same
period of time and the ability of the college to do without the services of
the employee requesting the leave.

3. The length of employment with the college, the past educhleave
granted, and anticipated employment with the college in the future.
The President may recommend and the Board may impose special
conditionswhen granting educational leave such as workingtrag
while on leaveHowever, an employee will be crigebl for parttime work
while oneducational leave.

330.03Compensatory Time In Lieu of Educational LeaMerinstructional
personnel, under appropriate circumstances, may be permitted to take up
to three hours (weekly) for class work provided that these work is
directly related to the employee's job assignment and needed for the
performance of required duties.

330.04Educational Leav&Vithout Pay Under any conditions other than above,
educationaleave granted an employee by the college as dtébeve
will be without pay. Leave without pay is authorized by the Trustees.
Subject to special provisions may be recommended by the President.

33005 Contract for Educational Leav&he following contract will serve as the
agreemenbetween the collegend the employee accepting educational
leave with pay.




CONTRACT FOR EDUCATIONAL LEAVE
Sampson Community College

This CONTRACT, made and entered into this day of , 2____by and between
, almeeor the staff at Sampson Community College,
party of the first part, and Sampson Community College, party of the second part;

WITNESSETH
WHEREAS, the party of the second part has approved an application by the party of the first part for
an educatiorildeave of absence with pay, for the period beginning ,2___,and ending
2

NOW, THEREFORE, the part of the first party in consideration of said paid educational leave of
absence does hereby covenant and agree that he/she shall

1.Attend the regularly scheduled activities of (name of institution
to be attended) as specified in his/her application for educational leave of absence and will pursue
and faithfully apply himself/herself to educational work dilectlated to his/her teaching or
nortinstructional duties at the abesgaid institution where he/she is employed.

2. If offered by the college, accept and enter into a contract for employment at the institution for the
fiscal year(s) 2_ -2, identichto his/her present contract, except as modified by agreement
between the parties and attached hereto;

3. Return to the said institution where he/she is now employed at the end of the educational leave of
absence to fulfill the contract as aforesaid;,ammbn failure of the employee to honor the

contract, the employee shall repay the amount expended for the educational leave. If the

employee fulfills a portion of the contract before failure to honor the contract, repayment shall be
based on a prmata pation (e.g. if an employee works 4 months of a 12 month contract, a

repayment of 66.7% of the educational leave will be required).

4. Special Conditions:
It is further understood that any failure on the part ofoduy of the first part to faithfully pursue

the educational activity agreed to herein and in his/her application for educational leave will be
grounds for the party of the second part to refuse to pay any salary for the period of educational
leave and wllconstitute justification on the part of the party of the second part for terminating
the leave of absence and discharging the party of the first part.

IN WITNESS WHEREOF, the parties do execute this contract on the day and year first above
written.

Sampson Community College by:

(Seal)
Staff Member President




331 Tuition Exemption

Full-time institutional staff members may enroll in one curriculum or extensionecours
persemester in this institution or another institution in the community college system
withouttuition chargeso long as it does not interfere with effective pasformance.

Nonrinstructional personnel, under appropriate circumstances, may be petmiiiée

up tothree hours (weekly) for class work provided that the course work is directly related
to theemployee's job assignment and needed for the performance of required duties. All
requestsnust be approved by the appropriate supervistcg Presidentsdeans, and
President.

332 Military Leave

Military leave is permitted in accordance with the North Carolina Administrative Code.
SeeSection 2D.0104.

333 Employee Leave

Absences from work during scheduled hours will be charged to the agpedeave
accountof the employee. Administration of the leave program within the scope of
established policwill be the responsibility of the President.

33301 Annual Leave
1. Rate of Leave

a. Annual leave is granted to fiiime and annual patime employees of
the college in one of two forms:

(1) instructional faculty members and noninstructional faculty
memberglesignated by the President are allowed leave on
authorized holidaysemester breaks, and other occasions as
directed by the President;

(2) the remaining employees are granted annual leave according to
anestablished scale in addition to authorized holidays.

b. Each fulitime nonteaching employee who is working or who is on
paidleave for onehalf or more of the regularly scheduled waald in any
month earns annual leave. The rate is based on the length of aggregate
service.

c. Many employees are scheduled to work eight (8) hours per day. Since
there are other schedules in existence due to the nature of the work, the
annual leave ratemre stated in terms of hours and days; this requires no



conversion for special schedules. Annual leave for employees not
receiving instructional breaks will be computed at the following rate:

Effective July 1, 1994

Years of Aggregate Service Hours Earnd Each Month
Less than 2 years 7 hrs. 50 mins.

2 but less than 5 years 9 hrs. 10 mins.

5 but less than 10 years 11 hrs. 10 mins.

10 but less than 15 years 13 hrs. 10 mins.

15 but less than 20 years 15 hrs. 10 mins.

20 years or more 17 hrs. D mins.

Hours and Days Earned in One Year

94 hours 11 3/4 days
110 hours 13 3/4 days
134 hours 16 3/4 days
158 hours 19 3/4 days
182 hours 22 3/4 days
206 hours 25 3/4 days

d. A parttime employee who is employed on an annuatreahwith a
parttime appointment for as much as Rffie will earn annual leave on

a prorata basis if he/she works ehalf or more of the scheduled

workdays in a month. The leave will be computed as a percentage of the
total amount earned by a fdlime employee. Hourly employees do not
earn leave.

2. Maximum Accumulation

a. Annual leave may be accumulated except as provided herein. However, if
the employee separates from service, payment for accumulated annual
leave will not exceed 240 hours. On Betber 31, any employee with

more than 240 hours of accumulated leave will have the excess
accumulation converted to sick leave so that only 240 hours of annual

leave are carried forward to January 1 of the next calendar year.

b. Employees are cautionedtro retain excess accumulation of annual
leave until late in the calendar year. Due to the necessity to keep all
college functions in operation, large numbers of employees cannot be
granted annual leave at any one time. If an employee has excess leave
acamulated during the latter part of the year and is unable to take such
leave because of staffing demands, the employee shall receive no special
consideration either in having annual leave scheduled or in receiving any
exception to the maximum accumulation.



3. Aggregate Service

a. Aggregate service will include on a moifitin-month basis all
employment with the state, whether such service was exempt from or
subject to the Personnel Act.

b. Credit shall also be given for:

(1) Employment with other govemrent units which are now state
agencies (for example: county highway maintenance forces, War
Manpower Commission, and the judicial system).

(2) Authorized military leave.

(3) Employment with County Agricultural Extension Service, community
college systemand the public schools of North Carolina with the
provisions that a school year is equivalent to one full year.

(4) Employment with a local mental health, public health, social services,
or civil defense agency in North Carolina.

Experience credit faservices in the above agencies may not coincide with
experience units granted for pay purposes.

c. Credit is not awarded for temporary piarie service.

4. Advancement. Firsyear employees may have annual leave advanced for holiday
breaks, but for no o#r purpose.

5. Scheduling Annual Leave

a. Annual leave will be taken only upon written authorization designating
the time or times when the employee will be absent from work. Leave
should be scheduled in advance with the employee providing his or her
supernvsor reasonable prior notice for the annual leave requesigporoval of
annual leave is at the discretion of the supervisor.

b. Annual leave may be taken in increments of one hour.

6. TransferringAccepting Annual Leave
a. Unused annual leaveay be transferred to other institutions of the North
Carolina Community College System or to other state agencies provided

that these institutions and agencies agree to accept such leave. Individuals
who are unable to transfer leave (or desire a sepanaiyment of leave)



will be compeasated in accordance with itenb8low. If a person requests
and is paid for unused annual leave at the time of transfer, this will not
preclude consideration for transferring sick leave.

b. The Trustees prohibit the tisar of unused annual leave from previous
state employment to Sampson Community College. Such individuals
should seek separation payment from their respective employer before
departure.

7. Other Uses of Annual Leave
a.Annual leave may be used in lieu dflsieave.
8. Separation Payment of Annual Leave

a. Lump sum payment for annual leave is made only at the time of
separation. An employee will be paid in a lump sum for accumulated
annual leave not to exceed a maximum of 240 hours when he/she is
separated from college service due to resignation, dismissal, reduction in
force, death, service retirement, or otherwise. If the last day of terminal
leave falls on the last workday in the month, he/she will be paid for the
remaining noaAvorkdays in that mmnth. Employees retiring on disability
retirement may exhaust annual leave rather than be paid in a lump sum.

b. Should an employee be separated before he/she has earned all of the
annual leave taken, it will be necessary to make deductions from his/her
final salary check for overdrawn leave on a wday basis.

c. Payment for annual leave may be made on the regular payroll or on a
supplemental payroll, reflecting the number of days of annual leave and
the amount of payment.

d. Retirement deductions wille made from all terminal leave payments.

e. In the case of a deceased employee, payment for unpaid salary, terminal
leave, and travel must be made to the deceased employee's administrator
or executor. Upon establishment of a valid claim in the absdrate o
administrator or executor, payment must be made to the Clerk of Superior
Court of the county of the deceased employee's residence.

33302Sick Leave
1. Amount Earned
a. A full-time employee who is working or on paid leave for-ba# or

more of tle regularly scheduled workdays in any month will earn sick
leave computed at the following rate:



Hours Earned Each Month: 8 hours
Hours Earned Each Year: 96 hours

b. A permanent pattme employee who is employed under an annual
contract for as much aslfi-time will earn sick leave on a prata basis if

he/she works onbalf or more of the scheduled workdays in a month. The
leave will be computed as a percentage of total amount earned by a fulltime
employee.

2. Accumulation. Sick leave is cumulativelefinitely.
3. Advancement. Sick leave may not be advanced.

4. Verification of Sick Leave. To assure that there will be no abuse of sick leave
privileges, the college requires a Physician's Statement of Disability (form to

be provided by the college) win@n employee is absent from work due to
sickness or disability for 10 consecutive working days or when requested by a
supervisor.

5. Necessary Conditions for Sick Leave

a. lliness or injury which prevents an employee from performing his/her
usual duties

b. Maximum of three days in case of death in the employee's immediate
family;

c. Medical appointments;
d. Quarantine due to a contagious disea
e. Actual period of temporary disability connectedhddbearing.

6. Sik Leave for Family. A maximum of five working days annually may be
taken for family related sickness when, in the judgment of the employee's
supervisor, circumstances warrant such leave. Since sick leave is in the
judgment of the supervisor, the employeastdiscuss with the supervisor

the circumstances of the request. Family shall be construed to include spouse,
parents, and children. The President, at his/her discretion, may extend this
period when appropriate or the family members covered when appeopria
When an employee needs an extension, he should discuss this with the
President.

7. Sick leave is nontransferable to any other type of leave.



8. Leave Charges
a. The minimum amount of sick leave which may be takenéshour.

b. Sick leave shall baken in hourly increments only.

c. Only scheduled work hours will be charged in calculating the amount of
leave taken. Saturdays and Sundays are charged if they are scheduled
workdays. Instructional faculty should compute sick leave taken as a
multiplication factor applied to the actual number of hours taken. The
factors shall be:

(1) Technical/General Education faciot.3
(2) Vocational Faculty factdr 1.2

If a faculty member is out at least five days, leave will be based ofhautO
work week irstead of applying the multiplication factor.

These factors reflect the average contact hours and office hours observed by
faculty in each of these areas. The employee shall perform the calculation and
the actual number of hours chargeable shall be reportéhe Leave Request
Form.

9. Separation

a. Sick leave is not allowable in terminal leave payments when an employee
separates from institution service.

b. Sick leave shall be exhausted before going on leave without pay because
of extended illness. Wlei an employee is exhausting sick leave, he earns
all benefits for which he is entitled.

10. Reinstatement of Sick Leave

a. Employees separated because of a reduction in force will be credited with
accrued sick leave if reinstated within one year.

b. Enployees granted leave without pay will be credited with accrued sick
leave if reinstated before the termination date of such leave.

c. If an employee is separated for other reasons and is reinstated within one
year from the date of his/her last workddye £mploying college magonsider
reinstatement of sick leave credits accumulated at the tirsepatation.

11. Retirement Credit. Accumulated sick leave at the time of retirement may be



transferred to total service as provided under the North Caradiaeh€&rsand State
Employees' Retirement System.

12. Sick Leave Without Pay. Sick leave without pay may be granted IByreke&lent for
the remaining period of disability after sick leave has leedrausted. The employee may
also exhaust annual leave befgoing orleave without pay or may retain part or all of
accumulated annual leave urtis/her return to college service. In the event the
employee needs more thane year of sick leave without pay, an extension must be
requested.

333.03Funeral Leave An employee may use a maximum of three (3) days sick leave when
there is a death in the immediate family. Leave exceeding this makalged to annual
leave or leave without pay. Immediate family is defined agifa, husband, mother,
father, brothersister, brothein-law, sistefin-law, son,daughter, soin-law, daughter
in-law, mothefin-law, fatherin-law, grandmother, grandfather, grandson, granddaughter,
stepmother, stegather andstepchildren.

333.04 Personal LeaveNoninstructional staffire allocated annual leave whishould be used
for personal leave. Supervisors of noninstructional staff exayse an employee for
such reasonable periods as may be necessary witguiting leave provided that the
employee compensates the collegdaiditional work time equal to that extended
without leave. Instructional facultgue to their inability to apply for annual leave, may
request and be grantede dayfor personal leave during each fiscal year. Personal leave
may begranted when the falty's needs justify being away from their classes. Personal
leave is not to be used as vacation time. The President may extend thisyemod
appropriate.

33305Temporary Disability and Maternity Leave

1. In accordance with the state's policy on egpalortunity, female employees
shall not be penalized because they require time away from work caused by
or contributed to by pregnancy, miscarriage, abortion, childbirth, and
recovery.

2. Disabilities caused or contributed to by pregnancy, miscarribggijan,
childbirth, and recovery therefrom are, for alljadated purposes, temporary
disabilities and must be treated as such under any health or temglieedmity
insurance or sick leave plan available in connection ntployment.
Employment polties and practices involving matters suclh@commencement
and duration of leave, the availability of extension,aberual of seniority and
other benefits and privileges, reinstatement, @agnent under any health or
temporary disability insurance sick leaveplan, formal or informal, will be
applied to disability due to pregnancyabildbirth on the same terms and
conditions as they are applied to ottemporary disabilities.

3. Sick leave can be used for maternity purposes only for the pératual
disability as a result of childbearing and recovery therefrom. A doctor's



certification will be required verifying the employee's disability.

4. Employees going on maternity leave will be permitted to exhaust
accumulated annual leave and thusigae benefits being accorded other
types of leave without pay.

5. Maternity leave will be granted to annual, probationary, or provisional
employees. Limitation of employment before childbirth is prohibited:;
therefore, based on the type and nature of \werkormed, the institution will

be responsible for determining, in consultation with the employee and upon
advice she has received from her physician, how far into pregnancy she may
continue to work before going on leave. Her return to work should be

within a reasonable length of time, depending upon the advice of her
physician.

6. The employee will apply in writing to her supervisor for leave. She is
obligated to return to duty within or at the end of the time determined
appropriate. If she finds she \ilot return to work, she should notify the
college immediately. Failure to report at the expiration of a leave of absence,
unless an extension has been requested, may be considered a resignation.

7. Normally a person desires to be on leave from work fithe time of actual
disability and also after the time of actual disability. Leave without pay is to
be provided for the time before the employee is disabled and the period of
time after the disability ends but before returning to work.

8. Accumulatedsick leave is provided for the actual period of temporary
disability caused by or contributed to by pregnancy or childbirth in the same
manner as for other temporary disabilities. Since there is no certainty as to
when disability actually begins and enid$s necessary to determine the

period of disability in order that the employee may realize the benefits of both
leave without pay and leave with pay for the period of disability. Therefore,
the attending physician is requested to furnish, on a preddobma, the

period of temporary disability.

9. Accumulated annual leave may either be exhausted before going on leave
without pay or part or all of accumulated leave may be retained until the
employee returns to college service. If the employee choosahanist

annual leave and disability occurs before all annual leave is exhausted, the
employee may use any accumulated sick leave during the period of certified
disability and then exhaust the balance of annual leave.

10. During the period of leave withbpay, the employee will retain all
accumulated unused sick leave, retirement status, and time earned toward the
next increment. The employee will continue to earn sick and annual leave
during the period of paid leave.



33306 Civil Leave
1. Jury Duty. Whe an employee serves on a jury, he/she is entitled to leave
with pay for the period of absence required. He/she is entitled to his/her
regular compensation plus fees received for jury duty.

2. Court Attendance

a. When an employee attends court in conaeatith his/her official

duties, no leave is required. Fees received as a witness while serving in an
official capacity will be turned in to the community college for which

he/she works. (When an employee is required to attend court on a day that
he/she wuld normally be off, the time is to be considered as worling

and included in the total hours worked per week.)

b. When an employee is subpoenaed or directed by proper authority to
appear as a witness, he/she will be granted civil leave with payfe&ay
received will be turned in to the college. The employee may use annual
leave rather than take civil leave with pay in which case he/she may retain
any fees received.

33307 Legal Holidays In instances when legal holidays fall on Saturday or Sunday,
the college will be closed on Friday for holidays falling on Saturday and will be
closed on Monday for holidays falling on Sunday. The Trustees designate the
following as legal holidays of the college:

. New Year's Day

. Martin Luther King Memorial Hadlay (3rd Monday in January)
. Easter (1 working day)

. Memorial Day (Monday Holiday)

. Fourth of July

. Labor Day

. Thanksgiving (2 day$hursday and Friday)

. Christmas (3 working days)

O~NO O WNE

The Board may change the holidays to fit the College's caileitie
administration may establish the Easter and Christmas holidays each year.

33308 Options During Leave Without Payn employee going on sick leave
without pay, military leave without pay, maternity leave, workmen's
compensation, or any other leavighout pay (except for vacation purposes, or
for other personal reasons not exceeding ten (10) consecutive workdays) may
exhaust annual leave or may retain part or all of accumulated leave until the
employee returns from leave without pay. However atéewithout pay extends
through December 31 any annual leave accumulation above 240 hours shall be
converted to sick leave. All accumulated annual leave will be exhausted by an




employee before going on leave without pay for vacation purposes, or for other
personal reasons if the length of absence will not exceed ten (10) consecutive
workdays. When an employee is exhausting annual leave, he/she continues to
earn leave, is eligible to take sick leave, is entitled to holidays, and is eligible for
salary increrants during that period.

33309 Other Types of Leave Without Pay

334.

1. The employee will retain all accumulated sick leave, retirement status, and
time earned toward his/her next increment. He/she ceases to earn leave on the
date leave without pay beginsoeypt in cases where an employee is drawing
workmen's compensation. He/she ceases to earn time toward increments,
except while on military leave, while on leave without pay for educational
purposes, or while drawing workmen's compensation.

2. Accumulated anral leave may be exhausted before going on leave without
pay, or the employee may choose to retain part or all of accumulated leave
until his/her return to college service. When going on leave without pay for
vacation purposes or for other personal reasoois exceeding ten (10)
consecutive workdays, the employee will first exhaust all accumulated annual
| eave. General provisions are include

Flexible Work Schedules

The work schedule for staff members (riostructonal employees) is established

by the employeebs supervisor. When deve
schedul es, supervisors may consi der an
needs of the college are the dominating factor.

The Col | eg e 6oboparation foFall ahddSpringssemesters are from
8:00AM until approximately 10:30 PM, Monday through Thursdays, and from
8:00AM until 4:00 PM on Fridays. The College will also open to on Saturdays to
meet weekend classes.

Supervisors should report pioyee work schedules when they are established or
when they are modified. This includes changes in schedules for the Summer
Term. The personnel office will keep a log of these schedules.

Temporary changes in work schedules in work schedules must loevegpfy an

empl oyeebs i mmedi ate supervisor and sho
office. Supervisors may make temporary changes in employee schedules to meet
employee or College needs. As an example, a schedule change could be made for

an employee Wwo wishes to save sick leave for pregnancy to avoid the use of sick

|l eave to meet doctords appointments. S
provide schedule changes when such changes adversely affect the staffing for

College needs.



With the excepon of employees working in plant operations, work schedules
which begin prior to 7:30 AM or extend to after closing hours will not be
approved unless there is a special work need.

335. Publications, Course Advertisements, and Recruitment Materials

All College personnel are expected to exhibit integrity and the development and

use of advertising and recruitment materials and in the representation of the
institutionds educational and accredit:
publications should rédct the institution and give rigorous attention to the
principles of good educational practice.

The primary emphasis of all advertisement, publications, promotional literature
and recruitment activities should be on the educational programs and services
offered by the College. All statements and representations should be clear,
factually accurate, and current.

The administration is responsible for establishing procedures to be used in
carrying out these policies.

336. Family Medical Leave Act

33601 Purpose TheFamily Medical Leave of 1993 promotes the stability and
economic security of families, the national interest in preserving family integrity,
and minimizes the potential for employment discrimination on the basis of sex by
ensuring that leavis available to eligible medical reasons (including maternity
related disability) and for compelling family reasons; and to promote the goal of
equal employment opportunity.

336.02Eligible Employees A full-time empbyee who has been employed with
Sampson 6mmunity College for at least 12 months and who has worked at least
six months during the previous-h2onth period is entitled to a total of 12 work
weeks, paid or unpaid, leave during anym@nth period for one or more of the
reasons listed below.

a. For the birth of a child and to care for the child after birth,
provided the leave is taken within a-afnth period following
birth.

b. For the employee to care for a child placed with the employee for
adoption, provided the leave is taken within ani@thperiod
following adoption.

C. For the employee to care for the
parent, where that child spouse, or parent has a serious health
condition; or



d. Because the employee has a serious health condition that makes
the employee unabteo per f orm the functions
position.

Leave without pay beyond the-%&ek period or for employees not covered
under the Family and Medical Leave Policy will be administered under other
provisions of this policy

336.03 Definitions

a. Workweeki A workweek is defined as the number of hours an
employee is regularly scheduled to work each week.

b. Parenti A biological or adoptive parent or an individual who
stands in loco parentis (a person who is in the position or place of
the parent) to aemployee when the employee was a child.

Child 7 is a son or daughter who is under 18 years of age or older and incapable
of selfcare because of mental or physical disability who is:

C. 1. A biological child.
2 An adopted child.
3 A foster childi a child or whom the employee performs the
duties of a parent as i f it were
4 Astepchildia chil d of the empl oyeeds
marriage.
5 Alegal wardi a minor child placed by the court under the care
of a guardian.
6 A child of an employee standing in loco parentis.
d. Spousé a husband or wife.
e. Serious health conditiori an illness, injury impairment, or

physical or mental condition that involves either inpatient care in a
hospital, hospice, or residential medical care facility, loatt
involves continuing treatment by a heal care provider.

336.04Leave Charges

1. For the birth of a child, the employee may choose to exhaust available
vacation and/or sick leave, or any portion, or go on leave without pay; except
that sick leave may be used wprluring the period of disability. This applies
to both parents.

2. For the adoption of a child, the parents may choose to exhaust available
vacation leave, or any portion, or go on leave without pay.



3. For the illness of an atnhelempogee inay c hi |
choose to exhaust available sick and/or vacation leave, or any portion, or go
on leave without pay.

4. For the employeebs ill ness, the empl o
and may choose to exhaust available vacation leave opamipn, before
going on leave without pay. If the illness extends beyond thaa§0vaiting
period required for sheterm disability, the employee may choose to exhaust
the balance of available leave or begin drawing steorh disability benefits.

5. If both spouses are working for the College their total combined leave in any
12-month period will be limited to 12 weeks if the leave is taken for the birth
of a child of the spouses or for the placement with the couple of a child for
adoption or foster carer, to care for a sick parent.

6. For purposes of the determination of eligibility for FMLA leave, the College
will calculate the 1Znonth period on a rolling basis. This means that the 12
month period is measured backward from the date an employee nuses a
FMLA leave.

336.05Intermittent Leave or Reduced Work Schedule

a. Pursuant to this policy the employee may not take leave intermittently or
on a reduced work schedule for the child birth and {ethted child care
or for adoption unless employee and tlwdl€je agree otherwise.

b. When medically necessary, the employee may take leave intermittently or
on a reduced schedule to care for th
who has a seriousealth condition, or because the employee has a serious
health codition. If such leave is foreseeable, based on planned medical
treatment, the College may require the employee to transfer temporarily to
an available alternative position for which the employee is qualified and
that has equivalent pay and benefits aetds accommodates recurring
periods of leave.

C. When an employee is on a reduced work schedule, the time not worked is
counted against the total 12 workweeks.

336.06EmployeeResponsibility The employee shall apply in writing to the appropriate
vice presidenfor leave requested under this policy as follows:

a. Birth or adoptioni the employees shall give the College no less than 30
days notice, in writing, of the intention to take leave, subject to the actual
date of the birth or adoption. If the dadf the birth or adoption requires



leave to begin in less than 30 days, the employee shall provide such notice
as practicable.

b. Planned medical treatmeintvhen the necessity for leave to care for the
empl oyeedbs chil d, S p oemployee bas a geA@ouse nt 0
health condition, the employee must make a reasonable effort to schedule
the treatment so as not to unduly disrupt operations, subject to the
approval of the College or the heal
child, spouse or pané The employee also must give 30 days notice if
practicable of the intention to take leave.

C. The employee shall be deemed to haveiaggbr leave under this policy
when:

1. The enployee is on approved leave, but has not given written notice of
the intent to take family or medical leave to the supervisor.

2. The employee utilizes leave for any purpose whether with or without
pay for a period in excess of 30 days, and

3. The basis for th leave falls within the scope of this policy.
In these cases, the College shall notifiy the employee that time spent on paid leave
or leave without pay during the @M@y period is part of the 12 workweeks of
FMLA leave.
d. If the employee will noteturn to workafter the period of leave, tl@&ollege
should be notified in writing immediately. Failure to report at the expiration
of leave, unless an extension has been requested, may be considered as a
resignation.
336.07Cerification

a. Forleave pursuant to this policy, the College may require that a claim for
leave because of adoption be supported by reasonable proof of adoption.

b. The College may require that a claim for leave, because of sericassilih

the employee or of the employeebs chil
doctorédés certification which includes
1

1. The date on which the serious health condition
began.

The probable duration of the condition.

The appropriate medical facts regarding the
condition.

w N



4. A statement that the leave is needed to care for
the child, spouse, or parent, and an estimate of
the amount of time that is needed; or that the
employee is unable to perform the functions of
the positim, whichever applies.

5. Where certification is necessary for
intermittent leave for planned medical
treatment, the dates on which the treatment is
expected to be given and the duration of the
treatment.

C. Where the College has reason to doubt iy of the certification, the
College may require the employee to get the opinion of a second doctor
designated or approved by the College. Where the College opinion differs
from the opinion in the original certification provided, the College may
require the employee to get the opinion of a third doctor designed or
approved jointly by the employee and the employee. The third opinion is
final and is binding on the College and the employee. The College may
require that the employee obtain suhssyg recertifications on a
reasonable basis.

337. Voluntary Shared Leave Program

337.01Purpose Theseoccurrences brought about by prolonged medical
conditions that cause employees to exhaust all available leave and
therefore be placed on leawéthout-pay. This policy provides an
opportunity for employees to assist another employee affected by a
medical condition that requires absences for a prolonged period which will
result in the loss of income.

337.02Palicy. In cases of a prolonged medical coratitian employee may
apply for or be nominated to receive leave transferred from: (1) the
vacation leave account of another College employee (2) from the sick leave
or vacation account of an immediate family member employed by the

College. For purposestfhi s pol i cy, fimedi cal cond
condition for an employee or their spouse, parents, children or step
children that is |ikely to require at

prolonged period, generally considered to be a least 20 convaecuti

workdays. If an employee has had previous random absences for the same
condition that has caused excessive absences, or if the employee has had a
previous, but different, prolonged medical condition within the last twelve
months, the college may make @xception to the 28ay period. Itis the

intent of this policy to allow one employee to assist another in case of a
prolonged medical condition that results in the exhaustion of all earned
leave.



337.03General Guidelines

1. Establishment of a leave bank faeuby unnamed employees is
expressly prohibited. Leave must be donated on d@moee basis.

2. An employee may not directly or indirectly intimidate, threaten, coerce,
or attempt to intimidate, threaten or coerce, any other employee for the
purpose of intdering with any right the employee may have with
respect to donating, receiving or using annual leave under this program.
Such action by an employee will be grounds for disciplinary action up
to dismissal on the basis of personal conduct. Individuaélescords
are confidential and only individual employees may reveal their
donations or receipt of leave. The employee donating leave cannot
receive remuneration for the donated leave.

3. An employees supervisor may not directly or indirectly intimidate,
threaten , coerce or attempt to intimidate, threaten or coerce, any
employee under their supervision for the purpose of interfering with
any right the employee may have with respect to donating, receiving or
using annual leave under this program. Such abtycs supervisor
will be grounds for disciplinary action up to dismissal on the basis of
personal conduct.

337.04Eligibilty

1. The employee must be fttime or paritime full-time accruing
benefits with an appointment other than temporary. Participation in
thispr ogram wi | | be based on the empl
leave rules.
2. An employee who has a medical condition and who receives benefits
from the Disability Income Plan of North Carolina (DIPNC) is not
eligible to participate in the shared leave pragreShared leave
however may be used during the required waiting period and following
the waiting period provided DIPNC benefits have not begun.
3. An employee on Workerso6 Compensatio
disability compensation is not eligible to paigti@te in this program.
4. This policy will not ordinarily apply to shoterm or sporadic
conditions or illnesses. This would include such things as sporadic,
shortterm recurrences of chronic allergies or conditions; sieon
absences due to contagiousadises, or shet¢rm, recurring medical
or therapeutic treatments. These examples are illustrative and not all
inclusive. Each case must be examined and decided on its conformity
to policy intent and be addressed consistently and equitably.

337.05Application Procedure

1. Recipients must forward a letter of application to the President or be
nominated by letter of a fellow employee to participate in the program.



2. The |l etter should include the emplo

position, information concemig t he empl oyeeds medi c
and the estimated length of time needed to participate in the program.
When submitted by the employee, a
accompany the letter.

Consistent with applicable medical privacy laws, when disalpsin
information on an approved recipient, only a statement that the
recipient (or family member) or nominated employee (or nominated
employee family member) has a prolonged medical condition should be
made. If an employee wishes to make the medical staisrk the

employee must sign a release before that information is communicated

by College employees.

The Presidentdés Council or a commi't
review the merits of each request and make a recommendation to the
President who wilapprove or disapprove each request.

337.06Recipient Guidelines

1. A prospective recipient may make application for voluntary shared

leave at such time as medical evidence is available to support the need

for |l eave for | eave beyoumnidIldgatee e mp |
Participation in this program is limited to 352 hours, either

continuously or, if for the same condition, on a recurring basis.

Subject to the maximum of 352 hours, the number of hours of leave an
employee can receive is equal to the propbceeovery or treatment
period, |l ess the employeebs combine
as of the beginning of the recovery or treatment. The employee must

exhaust all available leave before using donated leave.

At the expiration of the medical cotidin, any unused leave in the

reci pientsd donated | eave account w
prorate basis and credited to the leave account from which it was

donated. Fractions of one hour will not be returned to an individual

donor.

. If a recipient separates due to resignation, death or retirement from the

College, participation in the program ends. Donated leave will be
returned to the donor(s) on a pro rata basis.

337.07Donor Guidelines

1.

2.

A non-family member donor may contribute only vacation leiave
another employee within the College. A rfamily member may not
contribute leave outside the College.

A family member who is a College employee may contribute vacation
or sick leave to another immediate family member employed at the
College. An immedite family member is defined as a spouse, parent,
child, brother, sister, grandparent, grandchild, great grandparent and



great grandchildren. Family member also includes step, half, and in
law relationships. A family donor may not contribute leave oattie
college.

3. The minimum amount that may be donated is four hours.

4. An employee family member donating sick leave to a qualified family
member under this program may donate up to a maximum of 352 hours
but may not reduce their sick leave account belowctimulated
hours.

5. The maximum amount of vacation leave allowed to be donated by one
individual is to be nomorethanchea | f t he amount of t
annual accrual rate. Also, the amount donated is not to reduce the
donor 6 s Vv ac atbelonnonehalf af the anhual vaaation e
leave accrual rate.

6. Bonus leave may not be donated.

337.08Leave Accounting Procedures

1. To facilitate the administration of the program, the College may
establish a specific time period in which leave can be donated.

2. The College will establish a system of leave accountability which
will accurately record | eave dona
accounts will provide a clear and accurate record for financial and
management audit purposes.

3. Alldonated annualarnsli ck | eave will be credi
| eave account . Voluntary shared
sick leave account will be charged according to the Sick Leave
Policy.

4. Leave transferred under this program will be available for use
on a current basis or may be retroactive for leave without pay or
advanced vacation or sick leave already granted to the leave
recipient.

5. Each approved medical condition stands alone and donated leave
not approved for a medical incident mbstreturned to the
donor(s). Returned leave will be credited to the same account from
which it was donated. Empl oyees
leave (any amount about the 240 maximum allowable carryover) at
the end of Decembenay have it returned and converted to sick
leave.



338.ldentify Theft Prevention Program

l. BACKGROUND

As a result of the increasing instances of identity theft, the United States Congress passed
the Fair and Accurate Credit Transactior 8f 2003 (FACTA), Public Law 10859.

This amendment to the Fair Credit Reporting Act required the Federal Trade Commission
(FTC) to promulgate rules to address identity theft. The FTC (Red Flag rules) requires
any financial institution and creditorahholds any type of consumer account or other
account for which a potential risk of identity theft exists to create and implement a

written Identity Theft Prevention Program in order to identity theft associated with new

and existing accounts. ldentityh@ft Prevention Programs should be appropriate to the

size and complexity of the institution and
activities.
Il. PURPOSE

In response to this law, Sampson Community College adopts this Identity Theft
PreventiorProgram to enact reasonable policies and procedures to protect students and
college employees from damages associated with the compromise of sensitive personal
information.

1. DEFINITIONS
For purposes of this policy, the following definitions will &pp

A. Creditor i Any organization, including community colleges, which regularly:
1. extends, renews, or continues credit; or
2. arranges for someone else to extend, renew, or continue credit; or
3. isthe assignee of a creditor involved in the decision to extendw, or
continue credit.

B. Credit - Deferral of payment of a debt incurred for the purchase of goods and
services, including educational services.

C. Covered accounti An account with a creditor used by individuals, families, or
households which involvesultiple payments to that creditor. Examples includes
emergency loan accounts, scholarships which could involve repayment if the terms
of the scholarship are not met, and deferred payment accounts approved by the
institutionds trustees.

D. Financial institution T Typically a bank, credit union, or other entity that holds for
an individual an account from which the owner can make payments, and transfers.



E. Identifying information i Information which alone, or in combination with other
information, can be used identify a specific individual. Identifying information
i ncludes name, social security number, d
identification card number, employer or taxpayer identification number, biometric
data, unique electronic identifit@n numbers, address or routing code, or certain
electronic account identifiers associated with telephonic communications.

F. Identity theft 7 A fraud attempted or committed using identifying information of
another person without proper authority.

G. Red Flagi A pattern, practice, or specific activity which indicates the possibility of
identity theft.

H. Sensitive informationi Personal information belonging to any student, employee,
or other person with whom the college is affiliated.

Service provideri Persm providing a service directly to the financial institution or
creditor.

V. SCOPE!T Activities in which the college is often involved that require
compliance with the Red Flag Rules include but are not limited to:

A. Participation in federal student loarograms;
B. Utilization of deferred payment plans as authorized by 23 N.C.A.C. 02D.0201(b);

C. Issuance of student loans for technical and vocational education pursuant to 23
N.C.A.C. 02C.0304;

D. Provision of emergency loans to students;
E. Issuance of any schakhip which requires the recipient to sign a promissory note;

F. Maintaining an account for students from which the student can authorize payments
for goods and services like books and food;

G. Using debit card accounts;

H. Persons attempting to access academimancial information.



V. IDENTIFICATION OF RELEVANT RED FLAGS

In order to identify relevant Red Flags, the college considers the types of accounts that it
offers and maintains, methods it provides to open accounts, methods it provides to access
its accounts, and any previous experience with identify theft. The college identifies the
following Red Flags in each of the listed categories:

Red Flag Category Red Flags
Alerts, notifications, or other A consumer reporting agency issues a fraud or
warnings received from the active duty alert.
Attorney Gener a|Aconsumerreporting agency provides a notice |
consumer reporting agencies, credit freeze in rgmnse to a request for a

service providers, such as fraud | consumer report.

detection services, or other entitiel A consumer reporting agency provides a notice |

used to collect data address discrepancy.

A consumer report indicates a pattern of activity

that is inconsistent with the history and usual

pattern of activity of an applicant or ¢amer, such
as:

1. Arecent and significant increase in the volun
of inquiries;

2. An unusual number of recently established
credit relationships;

3. A material change in the use of credit,
especially with respect to recently establishe
credit relatimships; or

4. An account that was closed for cause or
identified for abuse of account privileges by &
financial institution or creditor.

The presentation of suspicious Documents provided for identification appear to

documents have been altered or forged.

The photograph/physical description on the

identification is not consistent with the appearan

of the applicant or customer presenting the
identification.

Other information on the identification is not

consistent with information provided by the pers

opening a new covered account or customer
presenting the identification.

Other information on the identification is not

consistent with readily accessible information thd

Is on file with the financial institution or creditor,

such as a signature casda recent check.

An application appears to have been altered or

forged, or gives the appearance of having been

destroyed and reassembled.




Red Flag Category

Red Flags

The unusual use of, or other
suspicious activity related to, a
covered account

Shortly following the notice of ahange of address
for a covered account, the institution or creditor
receives a request for a new, additional, or
replacement card or a cell phone, or for the addi
of authorized users on the account.

Any student account is used in a manner comm(
associated with known patterns of fraud patterns
For example: The customer fails to make the fir
payment or makes an initial payment but no
subsequent payments.

A covered account is used in a manner that is n(

consistent with established patternsofivity on

the account. There is, for example:

a. Nonpayment when there is no history of late |
missed payments;

b. A material increase in the use of available
credit;

c. A material change in purchasing or spending
patterns;

d. A material change irlectronic fund transfer
patterns in connection with a deposit account

e. A material change in telephone call patterns i
connection with a cellular phone account.

A covered account that has been inactive for a
reasonably lengthy period of time iseds(taking
into consideration the type of account, the expeq
pattern of usage and other relevant factors

Mail sent to the customer is returned repeatedly
undeliverable although transactions continue to |
conducted in connection with the custorser’
covered account.

The college is notified that the customer is not
receiving paper account statements.

The college is notified of unauthorized charges ¢
transactions in connection with a customer's
covered account.

A customer initiates multiple adess changes ovel
a short period of time.

A customer is attempting to access information
about a deceased student.

The college is notified by a customer, a victim of
identity theft, a law enforcement authority, or any
other person that it has openefilaaidulent accoun
for a person engaged in identity theft.




Red Flag Category Red Flags

Notice from customers, victims of| A studentborrower, law enforcement personnel
identity theft, law enforcement service provider notifies the college of unusual

authorities, or other persons activity related to a covered account. This inclug
regarding possible identity theft in| discrepancies in the social security number to a
connection with covered account§f st udent 6s name (provi (
held by the college Department of Revere from debt setff); address

is not a valid address (provided typically by the N
Attorney General 6s Of f
provider having a discrepancy of data between
college and responsible party.

A student or customer does not know personal
information that they should know, i.e. social
security number, date of birth, student identificat
number.

Requests for access to informatio| A student attempts to change his or her address

an account for that student has been inactive for
prolonged period of time.

Students returning to school after| A student wishes to register for courses and/or
long period of time apply for financial ai

has been inactive for a prolonged period of time)|

VI.

A.

DETECTING RED FLAGS

Issues for Consideration

1)

2)

3)

Because of the nature of College operations, the College has multiple
locations, multiple records, multiple account managers, and multiple
off-campus instructors who collect demographic information. Staff
and faculty should benaare that the security of sensitive data

included on a variety of documents in these multiple locations could
be compromised, e.g. registration forms. Red flags identified and
any policies adopted to address these concerns should encompass
continuing eduation and the administration of grants.

The College contracts with other governmental agencies to help
collect accounts. The College provides these agencies with sensitive
student data.

Student services, continuing education, and basic skills staffcshoul
verify student identification when registering students to be assured
that the correct student is being registered for courses. Issues that
can exist include registering the incorrect student when multiple
students are on the College database withaheeshname; use of an
inactive account by someone other than the student to obtain
financial aid and/or student benefits; and student attempting to



register when they have been away from the College for a long
period of time.
4) Employees may save student orpdoyee sensitive data to flash
drives and/or laptops which could compromise the security of the
data due to loss or theft. Policies concerning the use of flash drives
and laptops should be developed as part of identify theft measures.
5) Phonein payment mg have the risk of compromising banking
information.

Student Enrollment

In order to detect any of the Red Flags identified above associated with the
enrollment of students, college personnel will take the following steps to obtain
and verify the identifyf the person opening a Colleague account:

Detect

1. Require the student to present certain identifying information such as name,
date of birth, academic records, home address or other identification; and

2. Verify the student 6s studtrdidentifidcatoncard t i me
(review of dri ver 0s -issuedcphotosdentificationot her g

Existing Accounts

Detect

1. The College needs to distinguish and identify what areas and what specific
information constitutes the definition of séng& information.

2. The College needs to evaluate whether sensitive data is security stored,
whether sensitive data is being handled securely, and how sensitive
information is disseminated.

3. The College needs to evaluate whether banking information is antjidéd
by authorized personnel.

4. The College needs to evaluate whether proper procedures are in place for
identification verification, including students and new employees.

5. The College should identify third party agencies that handle student/employee
accouits on behalf of the College and determine if/how those agencies protect
the sensitive data of their customers.

6. The College should develop a process to identify students who have registered
again after a long period and who did not go through a readmmsioass.

7. The College should verify the identification of students if they request
information (in person, via telephone, via facsimile, via email);

8. All offices should verify the validity of requests to change billing addresses by
mail or email and provid&he student a reasonable means of promptly
reporting incorrect billing address changes; and

9. The College should verify changes in banking information given for billing
and payment purposes.




C. Consumer (ACreditod) Report Requests

In order to detect angf the Red Flags identified above for an employment or

volunteer position for which a credit or background report is sought, college

personnel will take the following steps to assist in identifying address
discrepancies:

1. Require written identification @m any applicant that the address provided by
the applicant is accurate at the time the request for the credit report is made to
the consumer reporting agency; and

2. In the event that notice of an address discrepancy is received, verify that the
credit report pertains to the applicant for whom the requested report was made
and report to the consumer reporting agency an address for the applicant that
the college has reasonably confirmed is accurate.

Methods
Procedures need to be in place to verifyaperds i denti fy when
any activity to their account including, but not limited to registration activity,
financial aid processing, bookstore transactions, and business office
payments/inquiries.
2. Receipt of notifications from service providers af fiag criteria (i.e.
discrepancies in social security number to name, address differences, etc.)
should be disseminated to specifically identified individuals.
3. Receipt of notification of suspicious activity by student, law enforcement or
borrower should & disseminated to specifically identified individuals.
4. Security officer and/or equipment inventory coordinator reporting that laptop
and/or computer equipment with sensitive data has been lost or stolen.
5. Staff should audit changes to sensitive informafag. record name changes,
SSN changes, and any wedlated password resets)
6. Student services staff should monitor student records for students who have
registered after a long period away from the institution.
7. The computer services staff should performtiree diagnostics on firewall
and security of electronic data portals.
8. Security scans should be performed at regular intervals as well as unscheduled
scans to detect breaches.

=0

VII.  PREVENTING AND MITIGATING IDENTITY THEFT

In the event College personrddtect any identified Red Flags, such personnel will take
one or more of the following steps, depending on the degree of risk posed by the Red
Flag.

Prevent and Mitigate
1. Each office that inputs student or employee data should be sure to have procedures
inpl ace to substantiate that personds i dei




10.

11.

12.

13.

14.

15.

VIII.

The College may choose to designate a security officer responsible for detecting and
preventing identity theft.

Appropriate employees, to include faculty, should be trained on FERPA,

contributing to the preveimg and mitigating identity theft.

In the event that an effampus registration site presents threats to the security of any
student or financial data, the site should be assessed and appropriate measures taken

to protect information from theft.

Third paty agencies that handle sensitive data for the College need to be evaluated

no | ess than annually to ensure that the:
All employees are required to adhere to FERPA law to verify proper identity and
non-disclosure oprotected student information from unauthorized persons.

All banking information should only be obtained and used by appropriate personnel

with PCI compliance being maintained regarding security of banking information.

A re-admission process needstobeipl ace t o verify a studen
account has been inactive for a prolonged period.

Student applying for financial aid awards/loans need to be verified with more than

one identifying method to assure that the aid/loan is being distributied pydper

person.

I f the Coll egeds bookstore buys back bool
procedure need to be in place to verify the identity of the student obtaining the cash.

This, in correlation with security reports of possible booktshebuld be used to

identify if stolen books are attempted to be sold. If anything seems questionable

regarding the student selling back the books, bookstore personnel need to be able to
verify courses taken by the student within that semester to Yeaifghe books are

valid for the studentoés course enroll men:
Procedure need to be in place on the proper landing of data including electronically

saved data on laptops and/or flash drives and data that is accessible remotely. This
includes what data shlalibe stored on these devices and what security measure

should be taken to prevent loss and/or theft of data.

The College should maintain Payment Card Data Security Standard Compliance on

portals where payments are taken electronically in an effort fueptien and

mitigation of red flags.

The College should train employees, then review and test procedures for dealing

with sensitive information and with access requests.

Appropriate supervisors should review internal access to paper, electronic document

and information systems containing sensitive information.

The College should educate employees about the risks and liabilities of data loss or

theft.

RESPONDING TO DETECTION OF RED FLAGS

In the event a red flag has been detected, the appropribegestaff will:

1.

Ask for validation and/or supplemental documentation/identification when a
studentdés identity is in question.



2. Check credit card receipts when possible fraudulent charges are reported from a
customer 6s bank statement.

3. Verify original studat documents when a discrepancy is reported regarding social
security number discrepancies to name and other red flag issues regarding aged
accounts.

4. Deny access to information or disable an account pending upon further investigation
and resolution of sugpous activity.

5. Follow-up on reported thefts which possibly involve the compromise of sensitive
data.

6. Develop a plan for notifying victims of possible identity theft and proper authorities.
The records of current students, former students, and empkiyads be
considered when disseminating the information concerning a breach.

IX. PROGRAM ADMINISTRATION

A. Program Oversight
Responsibility for developing, implementing and updating this Program lies with an
Identify Theft Committee for the College. Ther@mittee is chaired by an
administrative staff member appointed by the President and will include
representatives from the student services, continuing education, business office, and
computer services. The chair will be responsible for ensuring appeopaating of
College staff on the Program, for reviewing any staff reports regarding the detection
of Red Flags and the steps for preventing and mitigating identify theft, determining
which steps of prevention and mitigation should be taken in particiatamstances
and considering period changes to the Program.

B. Staff Training
College staff responsible for implementing the Program should be trained by or
under the direction of the Program Administrator in the detection of Red Flags and
the responsive gps to be taken when a Red Flag is detected. The college staff
should be trained, as necessary, to effectively implement the Program. College
employees are expected to notify the Program Administrator once they become
aware of an incident of Identify Thet or of the Coll egebds f ai
Program. At least annually or as otherwise requested by the Program Administrator,
the College staff responsible for development, implementation, and administration of
the Program will evaluate all measarundertaken to prevent identify theft.

C. Oversight of Service Providers
In the event the College engages a service provider to perform an activity in
connection with one or more covered accounts, the College will take the following
steps to ensure the g&e provider performs its activity in accordance with
reasonable policies and procedures designed to detect, prevent and mitigate the risk
of identify theft.



1. Require, by contract, that service providers have such policies and procedures in
place; and

2. Repi re, by contract, that service provi
report any Red Flags to the program adr
with primary oversight of the service provider relationship.

D. Non-disclosure of Specific Practices
Forthe effectiveness of this Identify Theft Prevention Program, knowledge about
specific Red Flag identification, detection, mitigation and prevention practices may
need to be limited to the committee who developed this Program and to those
employees with aeed to know them. Any documents that may have been produced
or are produced in order to develop or implement this program that list or describe
such specified practices and the information those documents contain are considered
Aconf i dent inatlbeshaed dith etlrenCollege employees or the public.
The Program Administrator will inform the Committee and those employees with a
need to know the information of those documents or specific practices which should
be maintained in a confidential nmrzer.

E. Program Updates.
The committee will periodically review and update this Program to reflect changes in
risks to students and the soundness of the College from Identify Theft. In doing so, the

Commi ttee will <consi de hidentfiyehefiGnuhtions,ghaliges e x p e
in identify theft methods, changes in identify theft detection and prevention methods, and
changes in the Coll egeds business arrangem

these factors, the Program Administratolt determine whether changes to the Program,
including the listing of Red Flags, are warranted. If warranted, the Committee will
update the Program.

339.Flexible Furlough Policy.

Executive Order 11 may be found at the following link:

http://www.governor.state.nc.us/Newsltems/UploadedFiles/e2 caacE4ff1-8¢c59
693c3b809a75.pdf



http://www.governor.state.nc.us/NewsItems/UploadedFiles/e2caa769-bc06-4ff1-8c59-693c3b809a75.pdf
http://www.governor.state.nc.us/NewsItems/UploadedFiles/e2caa769-bc06-4ff1-8c59-693c3b809a75.pdf

CHAPTER IV: FISCAL AND ADMINISTRATIVE AFFAIRS

401.Disbursement of Funds

In accordance with NCGS 11588.3, all checks will be signed by the President and the
chieffinancial officer.

Certificate withdrawals or liquidation of funds will be approved in writing by the
Presidenaind the chief financial affer.

402.Depositories of Funds

The funds will be deposited in financial institutions approved by the Board of Trustees
andt he State Treasureroés Office.

403.Facsimile Signhatures

In accordance with NCGS 11588.8, the Trustees authorize the use fafcaimile
signaturemachine for the purpose of signing checks and drafts. The Trustees further
authorize anadharge the chief financial officer with the custody of the necessary
machines, stamps, plates,other devices for the purpose of such signatures.

The administration must notify the Department of State Treasurer with updated signature
cards if there is a change at the college in the position of President and/or chief financial
officer.

404.Risk Management and Insurance

The Board of Trustees duots the President to provide for the purposeful management of
property and liability risks through a program of risk management insurance.

The State Board of Community Colleges, under provisions of NCGS-585ID.,
maintainssurety bonds for employeesigpdrom state funds. College insurance should
provide for thebonding of all employees paid from netate funds authorized to draw or
approve checks arouchers drawn on college funds and all individuals authorized to
receive funds.

Minimum property coveage should provide for the insuring of:

1. Each building owned by the college to the extent of the current insurable value
againstoss by fire, lightning, and other perils embraced in extended coverage as
determined byhe insurer and the North Carolikggher Education Facilities
Commission.

2. Eguipment and other contents of all college buildings that are the property of
the Boardor of the state.



The President is further directed to provide for a program of risk management for tort
actions againghe Board to include the purchase of liability insurance such that the
Board is adequately insured against tort claims consistent with the requirements of
115D.58.12.

The administration shall, to the extent possible, purchase and select insurance on a
conmpetitive basis with approval of the Board of Trustees.

405.Activity Fees

The Board of Trustees will adopt a schedule of fees annually upon the recommendation
of the President. These fees will be consistent with the provisions of the activity fee
policies adopted by the State Board of Community Colleges. The administration will
report these fees annually to the North Carolina Community College System office.

The funds collected from activity fees must be expended as adopted by the State Board of
Commurty Colleges and published in the North Carolina Community College System
Accounting Procedures Manual.

406.Live Projects

The college is authorized to serve patrons of the community as necessary to provide
appropriate training for live projects. The 8iceent will establish a schedule for live
projectfees and will be submitted for approval to the SCC Board of Trustees and the NC
Community College System Office.

407.Profits from Vending Machines and Other Conveniences Concessions

Profits and income &m vending machines and other conveniences concessions may be
expended by the President for the following purposes:

1. Support of these operations and concessions.
2. Match of student aid funds and for other forms of student financial aid.
3. Other experitures of direct benefit to students.
4. Other institutiorrelated expenditures including, but not limited to, the following:
a. Public relations expense
b. Membership dues
c. Faculty development
d. Trustees expense
e. Student development
f. Advertising anl recruitment
g. Approved travel and per diem expense
h. Campus development
I. Subscriptions
|- Flowers and cards
k. Supplies and materials



m. Miscellaneous

408.Profits from the Bookstore

It is the policy of the Board of Trustees to assure that stwdsts are held to a

minimum. Consistent with this, the Trustees annually review and approve theumark
ontextbooksandt her materials offered for resale
Bookstore funds consistent with policies adopted by the StatarBaf Community

Colleges, shall be restricted to:

1. Support of bookstore operating expenses including, but not limited to salaries,
supplies, travel, materials, operating resources and equipment associated with the
operation, support and enhancementefliookstore.

2. Funds in excess of these operating expenses may be used in support of:
*Student aid and/or scholarships.
*Other expenditures of direct benefit to students (e.g., funding of positions for
financial aid; support of the Student Governmi&sociation).
*Other similar expenses authorized by the Board of Trustees including, but not
limited to, programs offering direct financial assistance to enrolled students
including scholarships, student loans, work study, and such other forms of direct
assistance as the college may prescribe; and in support of programs providing
essential services to these students. Such services may include child care,
transportation, or similar support nece
successful completion dfieir course of study. Funds may be used for other
expenses providing direct benefit to students including those associated with the
implementation of new programs, the expansion of the faculty, student
counseling, the purchase of equipment.
*The constration and renovation of the Bookstore itself.
*The Student Center (operations of student associations and activities, and the
construction and renovation).

3. Funds may not be used for:
*Supplemental salaries or bonuses of any personnel.
*Administrative support of the college other than that allowed above.
*College entertainment expense (Educational activities foraodlege personnel
or college personnel to enhance student success is permissible. Functions in
which the primary purpose is lobbyingswliciting donations would be
considered entertainment and are not permissible).
*Construction not listed in 2 above.

All expenditures shall be consistent with the mission and purpose of the Community
College System.

409.Graduation and Capping Expenses
The administration is authorized to use 75% overhead receipt funds for graduation and




capping expenses.

410.Donations, Gifts, Bequests

The Board of Trustees may receive and accept donations, gifts, bequests, and the like and
apply them for the purposeand upon the terms which the donor may prescribe and

which areconsistent with the provisions of state law and the regulations of the State

Board ofCommunity Colleges. The President is authorized by the Board to accept and
receive gifts fothe college.

411.Federal and Other Grants

The Board of Trustees authorizes the President of the college to apply for federal and
privategrants for college purposes. Grant funds received will be expended according to
grant termsas set forth by federal, state, gdsate sources. All grant awards made to

the college shalbe reported to the Board of Trustees.

412.Investment Management Policy

It is the policy of the Board of Trustees to conform with the applicable provisions of
Chapter 115D, Article 58.6, Chaptbt7, Article 86.10, and Chapter 159, Article 30 of

the General Statutes of North Carolina in the management and investment of all funds
held by the college. Consistent with these laws, the administration will devise techniques
and procedures for the rée deposit, and disbursement of monies coming into its

control and custody which maximize the interest bearing investment of cash and

minimize idle and noiproductive cash balances. The child financial officer shall have

the authority to purchase, selhd exchange instruments of deposit and securities on

behalf of the Board of Trustees provided that such investments can be converted into cash
to meet the obligatisof the college.

It shall further be the policy of the Board of Trustees to solicitpeiitive bids from all

local banking institutions on a periodic basis to maximize the return on cash and to

facilitate the financial operations of the college. The Board of Trustees, by law, is

granted decisioma ki ng aut hor i ty fnemtmandgementplant The ut i o
specific terms and conditions of each banking contract shall be approved by the Board of
Trustees. The college shall provide the Board statements on institutional cash balances

and other investments annually accompanying tsieildution of the financial statements

of the college.

413.Employee Group Insurance, Health Insurance, TaxSheltered Annuities, Deferred
Compensation, etc.

It will be a policy of Sampson Community College to provide employees opportunities to
secure additional protection for themselves and their families over and beyond the
amountpaid for by the state. All additional expenses for retirement planshigiered
annuitiesgroup insurance, health insurance, deferred compensation programseetc., a



theresponsibility of the employee unless othisenstated. Payroll deduction may be
authorizedoy the Board of Trusteder such programs provided there is sufficient
employee interest.

414.Purchasing Guidelines

The Board of Trustees authorizes #uministration of the college to purchase supplies,
materials, and equipment using the procurement methods outlined below:

1. Non-Contract Items Less Than $2,500
These items may be purchased without bids.

2. Non-Contract ltemd$-rom $2,500 to $4,999
These itemsnay be purchased after receiving telephone bids or by securing informal
bids (comparison shopping) and listing these on the telephone bid sheet.

3. Non-Contract Itemg$rom $5,000 to $9,999
The Purchasing Agent must secure bids on the identified itemgtedterdividual
requisitioning the item provides the name and address of at least three possible
vendors that can provide the item.

4. Non-Contract ltems Exceeding $9,999
Purchase and Contract will formally bid these items. The Purchasing Agent will
forward tiem all applicable information regarding items to be purchased.

These amounts are subject to change as state policies and procedures governing
community college purchasing authority limits change.

415.Historically Underutilized Business (HUB) Utilization Policy

Sampson Community College encourages the participation of historically underutilized
businesses in the procurement process. In order to promote this participation, the college
will implement and maintain a procurement process which (1) sealentdy
historicallyunderutilized businesses, (2) increases the opportunity for these businesses to
participate inthe bidding process, and (3) promotes awareness of business opportunities
to underutilizedusiness owners.

416.Self-Supporting Classes

The Board of Trustees supports the offering of-sefiporting classes, with each student
being required to pay a prorata share of the cost of @gefforting class. The
administrationwill set the fees in an amount to reasonably insure that all dirstst cb

the class will beecovered and with expectations of some indirect costs being recovered.

The following should be considered direct costs in providingssgdporting instruction:
1. I nstructorso6 salaries i ncobtyyetd ng FI

CA



2. Instructional supplies and materials.

3. Rental of building, and other directly assignable costs.

4. Advertising, printing costs associated with a brochure, postage, mailing, etc.

5. Equipment associated with the instruction for asatpating class.

6. Refreshments, and

7. Other costs necessary for and directly assignable to a class or costs which are
directly assignable to seBupporting classes (including administrative/clerical
costs that can beerified as assignable).

Indirect coss are the costs for activities supporting the offering of classes but cannot be
directly and exclusively assigned to a sipporting class or the offering of self
supportingorogram. If indirect costs (see examples below) can be directly and
exclusivelyassigned to aelfsupporting class or sedupporting program, the costs can

be considered direct costs.

Examples of indirect costs include: (1) Utilities, custodial, and security, (2)
Coordinator/Administration, and (3) Clerical salary and fringes.

Withi n the Boardds approval ,-supporeng furdsim ni str at
excesof the direct costs as follows:(1) For scholarships or other financial aid for
students. (2) Fostrengthening educational programs.

However, the excess sdfipportng funds shall not be used for college entertainment
expenses or to supplement salaries of personnel. Expenditures should be of direct benefit
to students.

The Board of Trustees will review the balance in the-Saf§porting Class Account
annuallyto makesure an excessive balance is not being accumulated.

417 . Travel Mileage Reimbursement

The Board of Trustees has granted authority to the administration to pay mileage
reimbursement at the rate established by the Internal Revenue Service. However,
institutional vehicles must be used when available.



CHAPTER V: EDUCATIONAL PROGRAMS

501.Admissions to the College

501.01General AdmissionSampson Community College maintains an "open door”
admission policy for all students who are high school gradoateso are
beyond the compulsory age limit of the public school system and have left the
public schools. General admission is provided without regard to a student's race,
color, sex, disability, or national origin consistent with applicable laws and
policies of the State Board of Community Colleges.

501.02Program AdmissionAdmission to the college does not guarantee a student
admission into a particular program of study. Students may be required to
complete course prerequisites and entrance test rewgnte before acceptance
into some programs of study. The Trustees authorize the administration to adopt
appropriate admissions criteria for the programs offered by the college. Students
should be placed into curriculum programs in accordance with sounédtexhal
principles and practices.

501.03Special Admissions Requirements for Health Related Programs

Curriculum Programs Students entering the associate degree nursing, practical
nursing, or nursing assistant programs and such other programs aliethe c

may designate, will be required (1) to show satisfactory written evidence

to have begun or completed all hepatitis B (HB) immunizations as specified in a
pre-entrance medical record review prior to admission, or (2) to show satisfactory
written evicence if the applicant's acquired immunity from HB, or (3) to show
satisfactory written evidence provided from a licensed physician that the
vaccination is contraindicated for medical reasons, or (4) to sign a waiver form
indicating their refusal to subntib the vaccination schedule.

Students who have begun an immunization schedule must complete this schedule
appropriately. Those students who reject immunizations could jeopardize their
ability to fulfill clinical requirements. In such circumstances thelaid could be
suspended from further study until clinical privileges could be restored. Students
admitted into these programs will be required to sign an immunization form(s)
releasing the college from liability related to the failure to have immunizations

Continuing Education Program$tudents who enter narurriculum continuing
education programs with potential exposure to blood or other body fluids will be
required to (1) show satisfactory written evidence to have begun or completed all
HB immunizatons as specified in a pemtrance medical record review prior to
admission; or (2) show satisfactory written evidence of the applicant's acquired
immunity from HB, or (3) show satisfactory written evidence provided from a
licensed physician that the vacation is contraindicated for medial reasons, or



(4) to sign a waiver form indicating their refusal to submit to the vaccination
schedule.

Those students who reject immunizations could jeopardize their ability to fulfill
clinical requirements. Studentsrpeipating in these programs will be required to
sign an immunization form(s) releasing the college from liability related to the
failure to have immunizations.

502.Educational Services for Minors

502.01Encouragement of High School Attendanites the policy of the Trustees to
encourage prospective students to complete the requirements for their high school
diploma and graduate from their respective high school before seeking admission
to the college.

502.02Admission of Minors to Programs of Study minor, 16 years or older, may
be considered a student with special needs and may be admitted to an appropriate
program if a local school system determines that admission to the program is the
best educational option for the student. By law, this remerg may be waived if
the student has been out of school at least six months and his/her application is
supported by a notarized petition of his/her parents, legal guardian, or other
person or agency having legal custody and control. Sampson communégeColl
encourages all dropouts to consider returning to public school by requiring an
individual to be at least 18 years old to enroll in any basic skills education
courses. On written recommendation of
of the last shool attended, students between the ages of 16 and 18 may be
admitted as students with special needs.

502.03Dual Enrollment of High School Studenss high school student, 16 years
old or older, based upon the policies of the local public boards oatolucmay
be admitted to appropriate college courses concurrently under the following
conditions and other appropriate provisions of this section:

a. Upon recommendation of the appropriate superintendent (headmaster) and
the approval of the presidentlus/her designee;

b. Upon approval of the student's program by the principal of the school and the
president or his/her designee; and

c. Upon certification by the principal that the student is taking at least three high
school courses and is making appraier progress toward graduation.

d. Students who seek dual enrollment are not allowed to take Basic Skills or
Developmental Education courses.

College level courses taken at the college will earn college credit provided the
student meets the standardstfoe award of such credit.



High school students will not displace audits but may be admitted on a space
availablebasis to any curriculum or continuing education courses. Once admitted,
these students will be treated the same as all other students.

The ollege may make available to persons of any agecnexiit, nosremedial,
enrichment courses during the summer semester. These courses will be self
supportingand will not earn credit toward a diploma, certificate, or degree at the
college or high school.

The college may offer courses to other juveniles consistent with the provisions of
the Administrative Code.

Effective August 1, 1998, a starede coordinated effort to motivate and
encourage minors to complete high school was voted into law. This daxvas

that students under the age of eighteen who have not completed high school
remain in school making adequate progress toward their diploma or equivalency
or lose their driving permit or license. Sampson Community College is mandated
to assist in thenforcement of this law.

502.04Admission of High School Students Under Provisions of the Public School
Cooperative ProgramQualified high school students may be admitted to college
curriculum courses provided that a coopempivogram agreement betwethe
Trustees and the respective board of educatioraistained and approved by the
State Board of Community Colleges.

502.05Enroliment of Minors in Basic Skills EducatioAn individual must be at
least 18 years old to enroll in any basic skills edion courses. On written
recommendation of the student's superintendent and principal of the last school
attended, students between the ages of 16 and 18 may be admitted as students
with special needs. The following criteria must be met by a specialapgdidant
before they are admitted into the basic skills program:

1. The referral or enrollment form for minors must be dated and received.

2. To encourage dropout prevention efforts, no special needs student will be
enrolled until 30 days after the imtion of the referral or enroliment form for
minors. Exceptions to the 30 day waiting period will be reviewed upon
enrollment and completion of the Introduction to Basic Skills course and
approval of the college and the referring school.

503.Standards for Academic Progress

The college will adopt equitable standards for satisfactory progress for all studacasi@mic
programs. Students who fail to attain these standards are subject to probstispenision
according to regulations that the collegay adopt.



504.Standards for Graduation.

The Board awards degrees, diplomas, and certificates in accordance with stesidnidshed
by the State Board of Community Colleges. The Board authorizeslthmistration to adopt
certain other regulationsd practices as necessary to instompliance with accrediting
agencies and sound academic principles.

505.Sponsorship of Educational Programs

The Board encourages and welcomes input from local businesses, industries, and individuals
the developmerof courses and educational activities. Because of the competing intesestef

of these groups within the service area and the college's obligation to provide pnogt i

to any particular view, special interest group, orgoofit interest, theollege willlimit the co
sponsorship of any educational program or activity to the following typesgahizations or
agencies:

1. public agencies such as the public schools, county extension service, etc., with the
common goal of public education.

2. private nomrprofit agencies similar to those in 1.

3. professional organizations promoting programs for the general public's welfare (e.g.
Sampson County Bar Association, Sampson County Medical Association, and other
similar organizations.)

4. industrial ad business associations promoting programs for the industrial and business
community.

506.Library

506.01Purpose and Obijectives of Selectidhe following policy is adopted to guide
the college staff and to inform patrons about the principles uparhvgliections
should be made. It is recognized that the judgment of faculty members and library
professionals cannot be replaced by policy. Those statements, however, provide
goals and boundaries to aid in selecting from the multitude of materials awailabl
Responsibility for material selection and interpretation of this policy lies with the
Director of Library Services. The Director will delegate authority to staff

members and faculty members to interpret and guide the application of the policy
in makingnormal selections.

The Library should emphasize in its selection policy the educational and
informational functions. Materials have educational value if they contribute to the
positive growth of a person, either as an individual or as a member of society,
whether that society be a peer group, the family, or the world. Materials may also
be chosen when they stimulate imagination and reflection, widen horizons, and
enlarge experiences. This definition includes limited "recreational” materials on
current issas and problems.

The Trustees recognize that the Library should provide reference and research



materials for the direct answering of specific questions and for continuing
research. Special collections of local history materials are also mandatory.

Materials that are available through interlibrary loan should be considered when
evaluating requests for special materials that may not have permanent value. This
does not mean materials in any given area are to be omitted but that good
working collections inclding standard works, classics, and popular titles should

be acquired in all needed fields.

Selection of materials is considered a judgmental and interpretive process
involving a general knowledge of the subject and its important literature, a
familiarity with materials in the collection, an awareness of the bibliographies of
the subject, and a recognition of the needs of the college and the community.
Along with a critical examination of the current collection, continual
consideration should be given todkoreviews, authoritative discussions of the
literature of the subject, pertinent bibliographical publications, publishers'
advertising media, and requests of Library patrons. The Library should not
promulgate particular beliefs or views, nor is its sédecbf any given material
equivalent to endorsement of the viewpoint of the author expressed therein.
Within the framework of the "Library Bill of Rights" and the "Freedom to Read
Statement" adopted by the American Library Association, the Library should
provide materials representing all approaches to public issues of a controversial
nature. The Library should be aware that one or more persons may take issue with
the selection of any specific item and should welcome any expression of opinion
by patrons bushould not undertake the task of pleasing all patrons by the
elimination of items purchased after careful consideration and under guidance of
the policies expressed in this document. To provide a resource where the free
individual can examine many poirdaéview and make his/her own decision is

one of the essential purposes of Sampson Community College's Library.

It is, therefore, the responsibility of the Library to:

1. Provide materials that will enrich and support the curriculum, taking into
consider&ion the varied interest, abilities, ethnic groups, and maturity levels
of students served.

2. Provide materials that will stimulate growth in factual knowledge, literary
appreciation, aesthetic values, and ethical standards.

3. Provide a background afformation which will enable students to make
intelligent judgments in their daily life.

4. Provide materials on opposing sides of controversial issues so that students
may develop the practice of critical analysis of all media and form their own
opinionson controversial issues.



5. Provide materials representative of the many religious, ethnic, and cultural
groups, and their contribution to our American heritage.

6. Place principle above prejudice and reason above personal opinion in the
selection of meerials of the highest quality in order to assuo®rprehensive
collection appropriate for patrons of the Library.

506.02Gift Materials The Trustees welcome the donation of materials to the Library
when, in the judgment of the director, such matenallssnhance the collection.

The director is authorized to accept gifts with the stipulation that materials not
needed by the Library are to be discarded or given to appropriate individuals or
libraries. This provision should be communicated to all imtligls seeking to

make donations.

506.03Review of the CollectionTo insure the ongoing relevance of the collection,
the collection should be continually examined to identify materials which should
be removed. The Trustees authorize the discarding dbllbeving types of

materials subject to applicable state guidelines:

* materials in poor condition

* outdated materials

* materials superseded by newer and revised editions

* materials which are of mediocre or poor literary quality
* duplicate copies whit are not needed

* materials no longer of value to patrons

506.04Challenged MaterialsThe Trustees recognize that objections may be made to
a selection by a person or a group of persons. In this event the principles of the
freedom to read and of the freesional responsibility of the college staff must be
defended rather than the materials. The Trustees seek to allow all patrons
adequate review of their objections through the following procedures:

A. The person receiving the complaint is required ®tis/her complaint in
writing with the Director of Library Services.

B. The Director of Library Services will:

1. Inform the Chairman of the Library Committee who will notify
committee members of the complaint.

2. The challenged material will be plalcen reserve allowing committee
members access for review of the material.

3. The Chairman will consult reviews, when available, of the challenged
material to gather a general reaction to the material from the academic
community.



4. A meeting with the geon and the Library Committee will be arranged
with the chairman of the committee presiding. The committee will make a
recommendation on the material as a whole to the Director of Library
Services.

5. The Director will then comply with the decision oétbommittee
concerning their findings.

C. If any party concerned is not in agreement with the decision, a grievance may
be filed under the college's grievance procedure as set forth in Chapter VIII of
this manual.

506.050verdue Library Fines and EquipnieAssessmentd he Trustees authorize
the President to establish appropriate fines and assessments for overdue,
damaged, or lost library and audiovisual materials.

507.Religion Courses

The Board of Trustees encourages students interested in Biblecalyicipate in
churchsponsoredeligious education activities. The Board prohibits the gellom
offering, cosponsoringr assisting in the development, dissemination, or teacliing o
doctrinal coursesBible courses (or other religious writingsy,any similar course unless
the course is includad the common course library approved by the State Board of
Community Colleges. Thigolicy is not to be construed as any limitation on the use of
the Bible or other religious workss a literary work oa historical narrative. This policy
does not infringe upon the libraryssponsibility and freedom to acquire and provide
materials of a religious nature consistenth the college's purpose and objectives.

508.Advisory Committees

The Trustees, throilgadvisory committees recommended biannually by the President,
encourage input into the development of college education programs consistent with the
purpose and objectives of the college as identified by the Board. These committees are
appointed to assistepartment chairmen or other staff in the evaluation and development
of their curricula and courses. Committees are further designed to assist in identifying
needecequipment, supplies, and staff development and in assisting in student placement.

509.Sauthern Association of Colleges and Schools

The Trustees affirm the college's commitment to and intent to comply with the criteria of
the College Delegate Assembly, either current or as hereafter modified consistent with
thepolicies of the Commission onoleges.

Trustees understand and agree that the Commission on Colleges, at its discretion, may
makeknown to any agency or member of the public that may request such information,



the natureof any action, positive or negative, regarding the collegelssstath the
Commission. Thé@rustees further agree to disclose to the Commission on Colleges any
and all suchnformation as the Commission may require to carry out its evaluating and
accreditingfunction.



CHAPTER VI: STUDENT AFFAIRS

601.Statement of Pdicy: Student Advancement and Responsibility

It is the policy of the Trustees of Sampson Community College to promote the total
growthof the student through education, counseling, and activities designed to achieve
personagrowth in the individual. Th@rustees recognize that academic study taken
solely and apafrom other activities may limit the achievements of the individual student
later in life. TheTrustees direct the President and his/her staff to pursue a viable student
developmenprogram at th college with the limitations imposed by the college's
resources and ttetudents themselves.

The Board further recognizes that students individually must assume an inherent
responsibility for their own personal growth and conduct. Sampson Communigg€oll
through the personnel and resources available within the institution, should provide the
opportunity for student growth.

602.Freedom of Expression and Inquiry

602.01General As members of the academic community, students and student
organizationsre free to examine and discuss all questions of interest to them and
to express opinions publicly and privately.

Students have a right to support, by orderly means, causes which do not disrupt
the regular and essential operation of the college. Studawtsan obligation to

make clear to both the academic and larger communities by these public
expressions or demonstrations, that students and student organizations speak only
for themselves.

Public expressions which imply sponsorship of the Trusteesatdlfif shall not
be permitted unless approved by the Dean of Student Services. Breaches of this
policy shall be grounds for disciplinary proceedings.

602.02Freedom of Expression Within the Classro@tudents have a right to take
reasoned exception the data or views offered in any course of study, but they
are responsible for learning the content of any course for which they are enrolled.
Order, direction, and procedure, as well as the scope and treatment of the subject,
are primarily the responsili of the instructor. Nothing in this policy should be
interpreted as allowing any disruption in the regular academic program or
classroom environment.

602.03Guest Speakers, LectureRecognized student organization may invite
speakers by following preclures established by the college which are available
in the Office of the Coordinator of Student Activities. The sponsoring group
should make clear to the academic and larger community that sponsorship of
guest speakers does not necessarily imply apponvaidorsement of views



expressed by either tisponsoring group or the college.

602.04Religious and Political ActivitiesSee Chapter VII.

602.05Student PublicationsStudent publications and the student press are valuable
aids in establishing andaimtaining an atmosphere of free, responsible discussion
and of intellectual exploration on the campus. Publications are a means of
bringing student concerns to the attention of the college staff and of formulating
student opinion on various issues on¢hmpus and in the world at large.

College officials, in consultation with students, shall provide written clarification
of the role of student publications and the limitations on external control of their
operation.

The editorial freedom afforded to st editors entails corollary responsibilities
to be governed by the canons of responsible journalism, and the avoidance of
libel, indecency, vulgarity, undocumented allegations, attacks on personal
integrity, harassment, and innuendo.

The administratiof the college shall protect and honor the student's rights to
free expression provided such expression does not violate the canons set forth
above. The Trustees reserve the right to restrict publication of materials which
woefully disregard these canonspdace the college in clear danger of legal
action.

603.Student Government Association

The Trustees of the college, in accordance with NCGS 4115B), recognize the "Sampson
Community College Student Government Association" as the official studestgoy
organization of the college. This association and its representatives shall, for the purpose of
institutional governance, be recognized as the sole student organization and shaiWerge

and privileges subject to the limitations set forth below.

603.01Appropriations to an Annual Budgéthe Student Government Association
shall submit an annual lireem budget to the President through the Dean of
Student Services on or before the first day of June detailing the anticipated
revenues and expendiies to be made over the fiscal year, July 1 through June
30. Such account shall be known as the "student activity fund." Anticipated
revenues shall include fees generated through the collection of student activity
fees and through any other furaising &tivities the Student Government
Association may identify.

The Student Government Association budget request shall be presented by the
President to the Trustees for adoption. The Trustees may approve, in part or in
total, the submitted budget, and may malppropriate modifications where they
are deemed important.



603.02Transfers Within Approved Budgethe Dean of Student Services is
authorized to make linkem transfers within the SGA activity fund upon the
request of the SGA. Such transfers shall lmaight to the attention of the Board
of Trustees at the end of the fiscal year.

603.03Maintaining, Recording, Safeqguarding of Fundf SGA activity funds shall
be safeguarded by the business office of the college similarly to other funds.

603.04FundBalancesThose funds which have remained unexpended in the student
activity fund at the close of each fiscal year may be properly invested by the
President in accordance with restrictions of state regulations.

604.Intercollegiate Athletics Policy.

Thecollege's intercollegiate athletics program contributes to the personal development of the
students and is designed to promote total growth, including academic success, andaiysical
emotional wellbeing. In recognizing its obligation to develop andwéglacomprehensive
educational program, the college acknowledges that academic studgaédgrand apart from
other activities may limit the achievements of the individual stuldést in life. Accordingly,

the Trustees direct the President and kis#taff to pursue a viab&udent development

program, which may include intercollegiate athletics, withlithéations imposed by college
resources and the students themselves. Ultimate responddrilityntrol of the athletics

program rests with theresident.

The athletics program provides an opportunity for students to actively participate in some
type of competitive sports as regularly as their interests, abilities, and time will permit.
Students wishing to participate on the various athletimseaust be in good academic and
disciplinary standing. The academic standards are published in the student handbook and the
college catalog.

Recruiting, admissions, financial aid, and academic eligibility are the same for all stubeats.
college doesat provide athletic scholarships. (See student and staff handbogkededures.)

605. Student Code of Conduct

Sampson Community College reserves the right to maintain a safe and orderly educational
envion ment . Therefore, when in the judgment of
or threatens to disrupt the sanctity of the community; appropriate disciplinary action will be
taken. All students are expected to conduct themselves in accordahogenerally accepted
standards of scholarship and morality while on campus and when attending-spthegered

events or field trips. The purpose of this code is not to restrict student rights but to protect the
rights of individuals and to ensurethet egr i ty of the institutionds
of conduct applies to all currently enrolled students participating in any of the programs offered

by the college. Officers of the Clinton Police Department will enforce criminal laws on the
collegecampus.

605.01Academic Misconduct Subject to Disciplinary ActioAcademic misconducis




defined to include but is not limited to:

1. Giving or receivingunauthorized aid (aid or material used without the
instructords permission or approval ) c
includes but is not necessarily limited to test information, research papers,
books, periodicals, and unauthorized electramiicrmation.

2. Plagiarism as defined by themerican Heritage Dictionary s ft o st e al
use the i1 deas and writings of another
giving proper acknowledgment via footnote, endnote, etext citation.

Quoting parof a source (a sentence of more) without proper acknowledgment
through the above citation is plagiarism.

3. Copying, taking, or acquiring without permission any academic material (test
information, research papers, notes, books periodicals, etc.) fraemaen of
the College staff, faculty, or student body or any comparable violation of
academic security.

605.02Disciplinary Procedures for Academic Misconduct

Faculty membes will make a preliminary judgment about the seriousness of the
incident and determine whether it is a possible violation of the Academic Code of
Conduct. If the incident appears to be a violation, the faculty member will then decide
whether the incidat justifies a formal charge or whether a sanction on the test or
assignment is appropriate. If the finding is that a violation rising to the level of a code of
conduct charge has occurred, the faculty member may impose a variety of penalties for
academianisconduct depending on the nature of the offense. Penalties include giving
the student a grade of AFOG or zero on the
Penalties will be included in the course syllabus.

In the event that the student wishes ppeal an individual grade resulting from alleged
academic misconduct, including overcuts, the student must submit a written appeal
within three (3) school days from the date they are informed of the penalty. Students
may continue to attend class during tentire appeal process provided that they have
initiated a written notice of appeal at each stage of the review process.

The student must present to the department or division chair supervising the faculty
member a written notice of appeal outlining theunds for the appeallhe department

or division chair will provide the student with written notice of his or her finding as soon
as practicable but not to exceed three (3) school days from notice of the appeal.

Students may app e aclsionttchaa academvid rexyiewvocomnitteea i r 6 s d
chaired and appointed by the Vice President of Academic Affairs to include the Dean of
Student Services, the appropriate division chair, and two faculty members. The

committee will reach its decision bwting withthe majority opinion prevailing. The
student wi |l be notified i n three{3Xschooy of t he
daysof the notice of the appeal.

605.03Final Course Grade Appeals




Any student who protests final course grade shall first dtempt to resolve the
disagreement with the course instructor. The student has the responsibility to identify the
error in the assignment of the grade or to provide substantial evidence in support of a
claim that the grade was not assigned in an impan@ainer. Failing such resolution, the
student may appeal the grade in accordance with the procedures outlined below. All final
course grade appeals must be initiatgthin 10 days of the distribution of final course
grades for the academic term by theyRear.

The student should present the appeal to the department or division chair supervising the
faculty member. By conferring with the instructor and the student, the chair will seek
resolution by mutual agreement. Failing such resolution, the alivagi department chair

will transmit the appeal to the Vice President of Academic Affairs who will appoint an
academic review committee. The committee will consist of the vice president, serving as
the committee chair, the Dean of Student Services, thpppate division chair/dean,

and at least two faculty members appointed by the Vice President.

The committee will meet with the student and review any information provided in
support of his/her appeal. Likewise, the committee will meet with the itst(scwho

must provide evidence in support of the assigned grade. If the committee affirms the
instructords grade assignment, the Vice F
member, the student, and the appropriate department and/or division dhaine

commi ttee supports the studentdos appeal, [
calculation of the grade and direct the faculty member to reassign the grade and (2)
prescribe the method and conditions under which the student waldeluated. In the

event that the recalculation of the grade
in a grade change, the established course grade change procedure will be followed.

The grade resulting from the reevaluation is final unlesseraled upon appeal to the
President or the Hearing Committee of the Board of Trustees consistent with the policies
set forth under Appeals to the President and/or Appeals to the Board of Trustees.

605.040ther Misconduct Subject to Disciplinary Action

1. All forms of dishonesty including falsifying information to the College or
another student and forgery, alteration, or use with intent to defraud the
Coll egebs documents or instruments of
permission.

2. Theft of, misuse ofpr damage to College property; or theft of or damage to
property of a member of the College community or a campus visitor on
College premises or at College functions; trespassing which includes
unauthorized entry upon the property of the College or if@olkege facility
or a portion thereof that has been restricted in use and thereby placed off
limits; unauthorized presence in a College facility after closing hours.



4. Possession of or use of alcoholic beverages or being in a state of intoxication
on the Cdlege campus or at Colleggoonsored or College supervised
functions off campus or in Collegavned vehicles.

5. Possession, use or distribution of any illegal drugs, except as expressly
permitted by law. Any influence that may be attributed to the useugsdir
of alcoholic beverages may not in any way limit the responsibility of the
individual for the consequences of his or her actions.

6. Possession or use of a firearm, incendiary device, or explosive, except in
connection with a Collegapproved activity.This also includes
unauthorized use of any instrument designed to inflict serious bopity
to any person.

7. Lewd or indecent conduct, including public, physical, or verbal action or
distribution of or wearing clothes bearing obscene or libelous written
material.

8. Intimidating, threatening, or mentally or physically abusing any person on
College premises or at a Collegponsored or Collegeupervised functions,
including verbal or physical actions that threaten or endanger the health or
safety of any sut persons or that praste hatred or racial prejudice.
Violation of College regulations regarding the openatiand parking of
motor vehicles.

9. Setting off a fire alarm or using or tampering with any fire safety equipment,
except with reasonable belief iretheed for such alarm or equipment.

10. Engaging in any conduct that causes or is likely to result in any material
disruption of any lawful function or activity of the College including the
intentional obstruction or disruption of teaching, research, adnatigsiror
disciplinary proceedings or other College activities including public service
functions and other duly authorized activities on College premises.

11. Participating in or conducting an assembly, demonstration, or gathering in a
manner that threatens oauses injury to person or property; that interferes
with free access to, ingress or egress of College facilities; which is harmful,
obstructive or disruptive to the educational process or institutional functions
of the College; remaining at the scenesoth an assembly after being asked
to leave by a representative of the College staff.

12. Occupation or seizure in any manner of College property, a College facility
or any portion thereof for a use inconsistent with prescribed, customary, or
authorized use.

13. Unaut hori zed use, or mi suse, of t he
including:

a. Logging on an account without the knowledge and permission of the
account owner.

b. Changing, deleting, or adding to the programs, files, and data without
authorization of the accountwner.

c. Theft of program data and machine resources.

d. Attempts to thwart security of any College computer or computer system.

e. Attempts to disrupt the normal operations of any College computer
system(s) including hardware and software.



14. Smoking or the use @ther forms of tobacco products, in classrooms, shops,
labs or any unauthorized areas.

15. Fiscal irresponsibility such as failure to pay Colldeéed fines, failure to
repay Collegdunded loans, or the passing of worthless checks to College
officials.

16. Failure to comply with instructions of College officials acting in performance
of their duties.

17. Violation of a local, state, or federal criminal law on the College campus.

18. Violation of the terms of a disciplinary action or any College regulation
during the paod of probation, suspension or expulsion.

605.05Disciplinary Procedures for Other Misconduct

The Dean of Student Services, or an appointed designee, is responsible for
conducting such investigation as necessary and appropriate to determine the
accuray of the allegation(s) of misconduct and for handling the judicial
procedures associated with the hearings and possible sanctions. All employees
are expected to comply with requests for information and to assist in any
investigation.

If an act of miscoduct threatens the health or wb#ing of any member of the
academic community or seriously disrupts the function and good order of the
College, an instructor or administrative officer may direct the student(s) involved
to cease such conduct and advisantithat failing to cease and desist will result

in immediate suspension. If the student(s) fail to comply with the directions, the
instructor may then excuse the student(s) from the class or activity. The Dean of
Student Services or another administ@tfficer may suspend the student(s)
from either the class or the College until a resolution of the matter can be made.
The instructor or administrative officer invoking such action is required to notify
the Dean of Student Services and the assigned Glidice Officer in writing of

the individual(s) involved and the nature of the infraction immediately. The Dean
will investigate and resolve the matter in a timely manner consistent with the
procedures outlined below.

In order to provide for an orderlgrocedure for handling student disciplinary
cases in accordance with due process, the following procedures will be followed:
Any administrative official, faculty member, or student may file charges with the
Dean of Student Services against any facultyff,ststudent, or student
organization for violations of all other misconduct immediately. The
individual(s) making the charge must complete a charge form (available from the
Office of the Dean of Student Services) stating:

Names of the party(s) involde

Alleged violation of the Code of Conduct.

Time, place, and date of incident.

Names of person(s) directly involved or witnesses to the infractions.
Any action taken that relates to the matter.

agrwnE



The form must be signed by the charging partlie Tompleted charge form
should be forwarded directly to the Dean of Student Services.

The Dean of Student Services will notify the student(s) of the alleged misconduct
and complete an investigation witHime (5) school daysafter the charge is filed.

The accused student(s) may be permitted to attend classes during the course of the
investigation unless the presence of the accused poses an immediate or imminent
threat to the safety and wdlkeing of the campus community. The Dean will
schedule a meetingith the student to present the findings and outcome of the
investigation. If the student cannot be reached to schedule an appointment or
refuses to cooperate, he or she will be notified in writing. The Dean will send a
certified | et tstkmown addressipmvidesg aulist efrthie éharges, a
the imposed sanction, and instructions governing the appeal process (See Appeals
process described below).

After discussing the alleged violation, the Dean may act as follows:

1. Drop the charges.

2. Impose a sanction consistent with those described in the Levels of Sanctions
below.

605.06Non-Academic Sanctions

1. Counseling Intervention/Reprimandhe student will receive counseling and
verbal or written communication that gives official notice thaty
subsequent offense of the Student Code of Conduct will result in heavier
penalties. A reprimand has two important implications: (1) the individual is
given a chance to show capability and willingness to observe the Student
Code of Conduct without furer penalty; and (2) if the individual errs again,
further action will be taken. This reprimand will remain in effect for no more
than two semesters of the studentds af

2. Restrictive Probation: Restrictive probation results in the loss of good
standing and becomes a matter of record. Restrictive conditions may limit
the studentds activity within the Col
will not be eligible for initiation into any local, state, or national organization
and may not receivengt College award or honorary recognition. The
individual may not occupy a position of leadership or responsibility with any
College or student organization, publication, or activity. Restrictive
Probation is for the period of one full academic year. é&ademic year is
three (3) consecutive semesters.)

3. Suspension: The student is dismissed from campus (and is not allowed to
participate in any courses including distance education delivery) for a
minimum of one semester to a maximum of one full academic y€his
sanction is reserved for those offenses warranting discipline more severe than
reprimands or for repeated misconduct. Students who receive this sanction



must meet with the Dean of Student Services and get written permission from
the Dean of Stude Services before returning to the campus. Failure to
secure prior permission may result in the arrest of the student for trespassing.

4. Expulsion The student is dismissed from campus (and is not allowed to
participate in any courses including distanegucation delivery) for an
indefinite period and loses student status. All of the above sanctions may be
given to a College club or other organized group for a specified period of
time. If group violations are repeated during the term of the sentdmce, t
groupods affiliation with the Coll ege

605.07 Other Sanctions.

1. Restitution: The student is required to pay for damaging, misusing,
destroying, or losing property belonging to the College, College personnel, or
other stalents.

2. Financial Obligation: The College has the right to tvitlal transcripts,
diplomas,or the right to register or participate in graduation ceremonies.

3. Weapons: Both state and federal laws prohibit guns, firearms, explosives,
and other deadly weapooa the college campus. These laws apply even if
you have a permit to carry the weapon. Law enforcement officers acting in
their official capacity are allowed to carry weapons on campus. These laws
will be strictly enforced by security and college aHis. Violation
constitutesa felony.

606 Grievance Procedures

606.01Appeal of NorAcademic Sanctions

A student who disagreesith the imposed sanction may request a hearing before
the Student Affairs Committee. The student must provide a writtélceno
outlining the grounds for appeal to the Dean of Student Services within three (3)
school days from the date he or she is informed of the penalty. The Dean shall
refer the matter to the Student Affairs Committee and provide a report detailing
the natwe of the alleged misconduct and the relevant facts revealed during the
investigation. The accused student will remain in good standing and be permitted
to attend classes throughout the appeal process unless the presence of the accused
poses an immediate imminent threat to the safety and wedling of the campus
community. If a student disagrees with the decision of the committee, he or she
may appeal to the President following the process described below.

606.02Appeals to the President

Students whb wish to appeal any academic and {agademic sanctions must
submit a written notice of their appeal to the President witimiee (3) school
days from the date of the written decision of the findings of the appropriate
appeals committee The decision ofthe President will be presented to the




student viecertified letter within five (5) school days Students may appeal the
finding of the President to the Board of Trustees as described below.

606.03Appeals to the Board of Trustees

If an Appeal to théPresident is denied, any student may then submit an appeal to
the Board of Trustees filing a written notice of appeal with the Chair of the Board
of Trusteeswithin three (3) school daysafter notification of the rendering of the
decision of the PresidenThe Notice of Appeal shall contain the following:

1. The words AAn Appeal to the Board of
Coll egedo as its title.

2. A statement of the decision of the administration from which the appeataken.

3. The particular area or areas o di sagr eement with the
decision.

4. The appellantés allegation of facts t

sought.

The relief, solution, or remedy sought.

The names and addresses of witnesses to be called by the appeltaihi€s)

hearing.

7. The name(s), address(es), and telephone number(s), and signature(s) of legal
counselor(s), if any, who will represent the appellant(s) at the hearing.

8. The name(s), address(es), telephone number(s), and signature(s) of the
appellant(s).

9. Date(s) of gnature(s).

oo

Also, the Notice of Appeal shall contain any other information required under the
provisions of the particular section which authorizes the appeal.

Hearing Committee

Upon the filing of a Notice of Appeal, the Chair shall appoint at leasteth
trustees to the Hearing Committee and one of the appointed trustees as Chair of
the Hearing Committee. The Chair of the Board of Trustees may serve as Chair
of the Hearing Committee or as a member of the committee without being Chair.
The Chair of tle Board may ask the Board of Trustees to appoint the committee
or the Board of Trustees without being requested may appoint the committee or, if
prior to the beginning of the hearing, modify the composition of the committee
appointed by the Chair.

Pre-Hearing Committee

The Chair of the Hearing Committee will call and conduct a -pearing
conference. Both the appellant(s) and the administration of the College must be
represented at the conference and must
notice ofthe conference. At this conference he will set a time and place of the



hearing and notify the parties verbally; determine if a transcript or -aislial

tape recording of the hearing will be made and notify the parties of his

determination obtain from he parties the names and addresses of any counsel
that will be representing them at the hearing; obtain a list of witnesses to be
called; explain the format of the due process hearing; and receive any brief of law
the parties may submit.

Right To Legal Counsel

An appellant who exercises any of the rights granted hereunder has the right to be
represented by legal counsel or by another person designated in writing to act on
the appell antés behalf throughout the
for his or her own legal fees. If the appellant is to be represented by legal
counsel, he or she must so inform the Hearing Committee in the notice of appeal
or by separate written documents filed with the President at or prior to the Pre
Hearing Conference.

Proceedings to be Closed

All proceedings before the Hearing Committee will be closed with only the
Committee members, the appellant(s), the President, any other College official
involved in the matter, the appellant(s) representative(s) or legal coamsel

legal counsel representing the College officials involved in the matter, the legal
counsel representing the Hearing Committee, and such witnesses as may be called
by either side to be in attendance. Witnesses may be sequestered before their
testimory and requested to leave following their testimony. Either a written
transcript or an audio tape recording of all proceedings before the Committee will
be kept, and upon request, a copy will be furnished to the appellant at his/her or
their expense.

Waiver of Privacy Rights

By taking any appeal hereunder, an appellant consents to all of his or her relevant
College records being made available to the College officials involved in the
matter, all members of the Hearing Committee, all legal counselvies in the
matter, and such witnesses as may be called by either side.

Burden of Proof

Burden of proof means that the party(ies) having the burden is (are) required to

present evidence to prove the existence of those contentions. The appellant(s)
will have the burden of proof, unless stated facts which entitle him/her or them to

a favorable answer to his/her their otherwise in this manual or unless the law

provides otherwise.

Hearing



The hearing will be conducted under the control of the Chair efHbaring
Committee. The Hearing Committee may consider only such evidence as is
presented at the hearing and need consider only such evidence as it considers fair
and reliable. All withesses may be questioned by the Hearing Committee
members, the appaltt(s), the College officials involved in the matter, the legal
counsel or representative(s) of the appellant(s), the legal counsel representing the
College officials involved in the matter, and the legal counsel representing the
Hearing Committee. The @unittee may call additional witnesses or request to
see any additional records or other information it deems relevant. If the
Committee requests additional testimony or evidence, such evidence may be
represented and such withesses may be questionedidaace herewith. Any

such additional evidence may be questioned in accordance herewith. Any such
additional evidence may be represented at the initial Hearing or the Chair, in his
or her sole discretion, may postpone the Hearing for up to ten (10ebsisiays

and reconvene at that time to hear such evidence.

The Hearing will begin with presentation by the party having the burden of proof

of evidence to support his or her contentions. The College officials or
appellant(s) involved in the matter wilhén be entitled to present rebuttal
evidence. The Chair of the Hearing Committee may then allow such rebuttal or
hear any additional positions of the appellant(s) and/or the College officials
involved in the matter as the Chair deems reasonable. Disg proceedings,

the Hearing Committee may at any time meet in closed session with only the
Committee members and any other person(s) so requested to be in attendance. At
the end of all presentation of evidence, the Hearing Committee will meet in closed
session to consider and reach a final disposition of the matter.

The Hearing Committee will notify in writing the appellant, the President, and
any other parties involved in writing of its decision within ten (10) business days
of the final hearing inite matter. If the Hearing Committee affirms the decision
below, then this will constitute the final action of the College in the matter, and all
proceedings hereunder will be deemed to be terminated. If the Hearing
Committee decides that some relief isrited then the committee will notify the
President, the appellant, and any parties involved, of its disposition of the matter,
which will be deemed to terminate all proceedings hereunder, or will recommend
such other action as it deems appropriate isdts discretion.

Implementation and Enforcement of Decisions

Any decision of the Hearing Committee rendered hereunder will be implemented
and enforced by the President.

Compliance With Time Requirements



If applicant(s) fail(s) to comply with any of thigne requirements set forth herein
with respect to completing and filing the documents required to pursue his or her
appeal, to appear or be represented at théiBaeing Conference, or otherwise to
proceed under this appeal procedures, then the lastastive decision rendered

on behalf of the College will stand as final, and all proceedings hereunder will be
deemed to be terminated.

Notices to Appellants

Notices, decision, and other documents in this proceeding may be mailed to the
appellant(s) atis or their address(es) of record by U.S. Postal Servicecfass

mail, postage prepaid and such mailing will be deemed delivered upon actual
receipt by the party to whom sent or after three calendar days of when sent,
whichever first occurs. The addeeof record from an appellant is the address of
the appellant shown on the Notice of Appeal unless thereafter amended by the
appellant. Personal delivery of documents to the appellant or to his legal
counselor shall also constitute valid delivery andosodf documents.

Definition of Business Day
Business Day is defined as any day the College is open to do business.

606.04Sexual Harassment Policy and Procedures

Purpose

This policy is adopted to promote an atmosphere in which all members of the
Sampson Community College community may work and study free of sexual
harassment and to provide for the orderly resolution of complaints of sexual
harassment.

Policy

All members of this community are expected and instructed to conduct
themselves in such way as to contribute to an atmosphere free of sexual
harassment. Sexual harassment of any student or employee by any other student
or employee is a violation of the policy of this College and will not be tolerated.

Any such person violating the poliayill be disciplined in accordance with the
procedures outlined below.

Definition
Requests or demands for sexual favors, and other unwelcome verbal or physical

conduct of a sexual nature by any student or employee constitute sexual
harassment when:



a. submssion to such conduct is made either explicitly or
i mplicitly a term or condition o
academic standing, or

b. submission to or rejection of such conduct by an individual is
used as the basis for employment or academic decisions
affecting that individual, or

c. such conduct has the effect of unreasonably interfering with an
i ndividual 6s performance or cr ea
offensive environment and is not protected by free speech under
the First Amendment to the Caditistion.

Sexual harassment refers to behavior that is not welcome, that is personally
offensive, that fails to respect the rights of others, and that, therefore, interferes
with the individual 6s work/ |l earning eff
different forms. One specific form is the demand for sexual favors. Other forms

of harassment include, but are not limited to:

Verbal Comments of a sexual nature, including innuendos, suggestive
comments, jokes, propositions, threats, and degrading/
disciminating/stereotypical words; comments directed primarily at
oneds gender .

Nonverbal  Sexually suggestive objects or pictures, graphic commentaries,
suggestive or insulting sounds, leering, whistling, obscene
gestures.

Physical Unwanted physical contagicluding touching, pinching, brushing the
body, pushing.

Sexual harassment can apply to people of threesgender, not just male/female
interactions. Whatever form it takes, sexual harassment is insulting and
demeaning to the recipient, and will nottbkerated at the College. All

employees, administrators, faculty and staff alike are responsible for maintaining
an environment that is free from sexual harassment. Students, as well, are
expected to comply with this policy and to take appropriatesarea to ensure

that such conduct does not occur. Employees or students who violate this policy
will be subject to appropriate disciplinary action up to and including termination
or expulsion.

Appointment of a Grievance Officer

The President shall ppint two or more sexual harassment officers (hereafter
termed Agrievance officerso) whose duty
manner. The names of the grievance officers are posted annually on the official
bulletin board of the College (locatatithe east entrance of North Building) with



the list of College committees. One of the grievance officers will be the Dean of
Student Services.

Application of the Grievance Procedures

Any employee who believes that she/he has been sexually harassed by
supervisor, a covorker, or by anyone else associated with the College, or who
believes that another employee is being subjected to sexual harassment, should
report the matter immediately to either of the grievance officers so that
appropriate correctezaction may be taken.

Any student who believes that she/he has been the subject of sexual harassment or
who believes that another student is being sexually harassed, should report the
situation immediately to either of the grievance officers so thatopppte
corrective action may be taken.

Following a complaint of sexual harassment, an investigation will be undertaken
by the College. The College will, to the maximum extent feasible, maintain the
confidentiality of all complaints on@eedto-know lasis. However, an adequate
investigation of such complaints generally will require disclosure to the accused
party and other witnesses in order to gather pertinent facts.

No retaliatory measures will be taken against any student or any employee for
conplaining of sexual harassment. Likewise, no retaliatory measures will be
taken against any individual for assisting or cooperating with the College in its
investigation of sexual harassment complaints.

Any employee, student, or member of the College canity who feels he or she
has been or may have been subjected to sexual harassment is strongly encouraged
to seek assistance from one of the grievance officers.

Any employee or student who has reported a violation but does not feel that
appropriate corréci ve acti on has been taken may
the Collegebébs Board of Trustees as set
Also, the person or persons against whom the complaint was made may appeal to
the Board of Trustees as set Foih Chapter VIII. The Board Manual may be

found in the College library.

Sexual Harassment Grievance Officers

Dean of Student Services
Division ChairBusiness and Public Service Programs
Counselor, Student Services

If none of these grievances officease available, employees should report such
incidents through the chain of command or to the College president. Students



should report such incidents to their instructor or any member of the College
administration.

Examples of Prohibited Conduct

Prohilited conduct may include, but is not limited to, unwelcome behavior with
sexual overtones that is intimidating or offensive to the recipient or observer of
the behavior.

For example:

Grabbing, touching, or patting

Sexual propositions

Sexually offensive pictures, magazines, notes, calendars,
cartoons, or jokes

Unwanted flirtations or advances

Verbal abuse

Repeated pressure or requests for sexual activities
Rewards for granting sexual favors or the withholdhgewards
for refusing to grant sexual favors

Graphic comments about an individ
Sexually degrading names

Teasing a person about their sexual orientation

L I * F
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When reporting an incident, it is helpful to provide ascm information as
possible. Such information includes:

A description of the event or events,

The number of occurrences with dates and places,

The names of any witnesses, and

If appropriate, documents, papers, and/or other exhibits

L I

Do not take exual harassment lightly. The College cannot address the problem
unless and until it is made aware a problem exists. Do not wait until the situation
becomes intolerable to report sexual harassment.

607. Student Records

607.01Statement of Policy

Sampson Community College recognizesetgponsibility for the maintenance
and safety of student educational recordsleaxlestablished policies and
procedures concerning student educational records.

The parents of students or eligible students attgnithie college, or who have
been in attendance, have the right to inspect and review the educational records of



their children or, in the case of eligible students, their own educational records. If
any material or document in the educational record inslutfermation on more

than one student, the right is to inspect and review only, or to be informed of that
part of such material or document as relates to such student.

The college has established the following specific policies, procedures, and
definitions for the granting of requests for access to student educational records.
Requests for educational records will be granted if allowed within a reasonable
period of time, not to exceed 45 days after the request has been received.

607.02Student Rights

1. For the purpose of this subsection, whenever a student has attained 18 years
of age, the rights accorded to and the consent required of the parent of the
student shall thereafter be only accorded to and required of the eligible

student.

2. The status ddn eligible student as a dependent of his or her parents does not
otherwise affect the rights accorded to and the consent required of the eligible
student in Item 1 of this statement. The purpose of these policies is to protect
students and parents frohetindiscriminate disclosure of information by

college officials and at the same time to accord parents of studerdstamdd e nt s 6
access to the educational records of that student.

3. The term "educational records" includes those records which areydirectl
related to a student and are maintained by Sampson Community College or
by a party acting for the college. The term does not include the following:

a. Records which are maintained by instructional, supervisory, and
administrative personnel and by edumaél personnel ancillary thereto
which are in the sole possession of the maker of the records and are not
accessible to or revealed to any other individual except a substitute.

b. Records of a law enforcement unit of Sampson Community College
which are naintained solely by the law enforcement officials for law
enforcement purposes and which are separate from the educational record
of a student.

c. Records relating to an individual who is employed by Sampson
Community College. This section does not agplgn individual who is
employed as a result of his/her status as a student.

d. Records relating to an eligible student which are used expressly and
solely in conjunction with any mental or physical health care received by
the student, unless specificatbguested by and reviewed by a physician
or an appropriate professional.



e. Records which contain only information relating to a person after that
person is no longer a student.

607.03Right to Review and Inspect Educational Records.

1. Sampson Comunity College shall permit the parent of a student or an
eligible student who is or has been in attendance at the college to inspect and
review the educational records of the student. The college shall comply with a
request within a reasonable periodiofd but in no case later than 45 days

after the request has been made.

2. The right to inspect and review educational records under Item 1 includes the
following:

a. The right to a response from the college to reasonable requests for
explanations and iatpretations of the records.

b. The right to obtain copies of the records from the college where failure
of the college to provide the copies would effectively prevent a parent
from exercising the right to inspect and review the educational records.

3. Sampson Community College may presume that either parent of the student
has authority to inspect and review the educational records of the student
unless the college has been provided with evidence that there is a legally
binding instrument or a state law court order governing such matters as
divorce, separation, or custody which provides to the contrary.

607.04Educational Right to Privacy Act

The following records are not opendtudent inspection as set forth under Section 438 of
the Family EduationalRights and Privacy Act:

1. Financial records and statements of their parents or any information contained
therein.

2. Confidential letters and confidential statements of a recommendation which
were placed in the educational records of a studenmt o January 1, 1975,
provided that:

a. The letters and statements were solicited with a written assurance of
confidentiality or sent and retained with a documented understanding of
confidentiality.

b. The letters and statements are used only fgouhmose for which they
were specifically intended.



3. Confidential letters of recommendation and confidential statements of
recommendation which were placed in the educational records of the student
after January 1, 1975, with respect to:

a. Admissiorto the college.

b. An application for employment.

c. The receipt of an honor or honorary recognition.

d. The student must have waived his/her right to inspect and review those
letters and statements of recommendation.

607.05Right of Hearing for Purpse of Amending Educational Records

If after receiving and considering a parent or eligible student's request to amend the
student's record and the request is denied, the requestor then may settkoatiefa
hearing process.

1. Such a hearing must bethin a reasonable time.

2. The requestor may be represented and assisted by as many individuals as he
desires but at his/her own expense.

3. The hearing will be before the Student Affairs Committee.

4. Appeal need not be granted following the deaisibthe hearing group if the
decision is not to amend the record.

5. The requestor shall be provided with a written copy of the decision.

6. If the decision is to amend the record, the college must do so accordingly and
notify the requestor in writing.

607.06Waiver of Rights

The parents of the student or the eligible student magyatime sign a waiver negating
and making void any rights to which heeistitled through this policy or through the
Family Educational Rights Privadyct.

607.07Persomel Authorized Access to Educational Records

The registrar isesponsible for the safeguarding of educational records and the
informationtherein. Employees who maintain student records and individual student
advisorsand/or individual student departmetnairmen will be authorized to access






