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PART ONE:  BYLAWS 

 

I.  PURPOSE 
 

The purpose of these bylaws is to guide the internal operations 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 and are intended 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 Community 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 

specified in NCGS 115D-12. 

 

GROUP ONE ï  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 of each trustee. 

 

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

   the County of Sampson. 

 

Should the boards of education or the 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. 7A-41.1 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 Government Association of the 

college shall be an ex officio, non-voting 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 employed full-time by the community college 

shall serve on the board of trustees of that college. 



 

Vacancies occurring in any group for whatever reason 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 agency or agencies 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. 

 

III. 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 115D-13) 

 

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 actions and 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 Board shall be ñThe Trustees of Sampson Community College.ò 

(NCGS 115D-14) 

 

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 immoral or 

disreputable conduct, he/she may be removed from office in accordance with the 

provisions of NCGS 115D-19.  The Board member being charged shall have all the rights 

afforded by a due process hearing.  The Board of Trustees may declare vacant the office 

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 college 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 115D-20): 

 

A. To elect a president or chief administrative 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. 

 



B. To evaluate the president annually and notify the State Board of Community 

Colleges, in writing, that the evaluation has been completed by July 1 of each year. 

 

C. 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. 

 

D. To purchase any land, easement, or right-of-way necessary for the proper operation of 

the college, upon approval of the State Board of Community Colleges.  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 amount of land 

to be taken and the necessity therefore shall be conclusive. 

 

E. 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. 

 

F. To receive and 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 regulations of the State Board of Community Colleges. 

 

G. 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 State Board of Community Colleges. 

 

H. 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 under Chapter 115D of the 

General Statutes and for the discipline of students. 

 

I. 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 educational options, 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 available in the military. 

 

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

institution. 

 

K. To enter into guaranteed energy savings contracts pursuant to Part 2 of the Article 13f 

Chapter 143 of the General Statutes. 

 



L. To enter into lease purchase and installment purchase contracts for equipment under 

GS 115D-58.15. 

 

VII. OATH OF OFFICE  
 

Following the notification of appointment and reappointment each trustee should take the 

following oath: 

 

I, __________, do solemnly swear (affirm) that I will support the Constitution of the 

United States. 

 

I, __________, do solemnly and sincerely swear (affirm) that I will be faithful and bear 

true allegiance to the State and government thereof:  and that I will endeavor to support, 

maintain and defend the Constitution of said State, not inconsistent with the Constitution 

of the United States, to the best of my knowledge and ability. 

 

I, __________, do solemnly swear (affirm) that I will well and truly execute the duties of 

my office as a member of the Sampson Community College Board of Trustees according 

to the best of my skill and ability, according to law, so help me, God. 

 

The oath may be taken before a judge, the clerk of superior court, a magistrate or any 

other public official authorized by law.  An original of the oath shall be filed in the office 

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 meetings, a vice chairman and secretary.  

These officers of the Board shall be elected for a period of one (1) year but shall be 

eligible for re-election by the Board.  The officers shall be elected for a majority vote of 

all of the members of the Board (7 or more votes).  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 duties, and 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 meetings, except closed 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 maintain a compilation 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 Meetings.  Regular 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 will reschedule 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 the Board shall meet at least once every 

three months as provided by NCGS 115D-18. 

 

2. Special Meetings.  Special meetings may be held upon the call of the 

chairman or six or more trustees. 

 

B. Notification of Meetings 

 

1. Means of Notification to Trustees.  The secretary of the Board of 

Trustees shall notify each trustee of meetings by mail, e-mail, fax or 

telephone. 

 

2. Public Notice of Regular Meetings.  In addition thereto, the secretary 

of the Board shall post a current copy of the schedule of regular 

meetings on the collegeôs principal bulletin board.  Upon a change of 

the schedule of the regular meeting, the secretary shall cause the 

revised schedule to be posted on the bulletin board at least five (5) 

calendar days before the date of the meeting. 

 

3. Notice of Other Meetings.  When an official board meeting is held at 

any time or place other than a time and place shown on the schedule 

posted aforesaid, the secretary shall give public notice of the time and 

place of that meeting as follows: 

 

a. If a meeting is an adjourned or recessed 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 notice is necessary. 

 

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, e-mailed, faxed or delivered to each newspaper, 

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 mailed, e-mailed, faxed, 

or delivered to any person, in addition to the representatives of 

the media listed above, who has filed a written request with the 

secretary.  This notice shall be posted and mailed, e-mailed, 

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, local wire 

service, local radio station, and local television station that has 

filed a written request, which includes the newspapers, wire 

services, or stationsô telephone number for emergency notice.  

This notice shall be given immediately after notice has been 

given to those members.  An ñemergency meetingò is one 

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 is given 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 must be in open 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 purpose 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 public inspection 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. 

 

XI. CONDUCT OF BUSINESS 
 

A. Order 

Meetings of trustees shall be conducted according to Robertôs Rules of Order.  The 

chairman may designate a parliamentarian from the Boardôs membership to advise 

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 not included in the prepared 

agenda. 

 

C. President 

The President or his designee, unless otherwise directed by the chairman, shall attend 

and participate in all meetings of the Board. 

 

D. Delegations 

Any individual, delegation, or organized group who desires to appear before 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 

delegation 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 a preceding meeting. 

 

XII .  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 the chairman of the committee.  All special 

committees are dissolved upon completion of their assigned responsibilities. 

 

XIII .  OFFICIAL BOARD OF NOTICE  
 

The Trustees designated the bulletin board in the East entrance hall of North Building as 

the official board for posting all official institutional documents and as the collegeôs 

principal bulletin board. 



PART TWO: POLICIES  

 

CHAPTER I: MISSION, COLLEGE GOALS, HISTORY,  

SERVICE AREA AND ACCREDITATION  

 

101. Mission 

 

Sampson Community College, founded as an extension unit 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 comprehensive two-year public 

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

the historical traditions of North Carolinaôs community colleges, the College affirms its belief in 

the incomparable worth of all students and its commitment to open-door student admissions.  

Central 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 Collegeôs educational programs are comprehensive, ranging from instruction in basic skills 

through collegiate studies at the sophomore level. A principal focus of the Collegeôs curricular 

programs is to provide occupational education at the certificate, diploma, and degree levels 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 leading to associate 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 encouraged to utilize 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 including opportunities to acquire basic skills, to complete the GED, and to participate 

in non-credit academic and personal enrichment classes.  The College recognizes its obligation to 

work cooperatively with local business and industry, public schools, professional 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 industries with access to specialized state-sponsored 

training and financial incentive programs.  

 

In recognition of the increasing globalization of all economic activity, the College seeks to 

develop student multi-cultural awareness through classroom instruction and 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 undergirding philosophy, 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 opportunities 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 college-level instruction. 

 

Goal 4: To utilize current information technology 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 businesses 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 promote 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 development. 

 

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 ongoing professional 

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 confidence in the College. 

 

Goal 12: To assess the collegeôs performance in each of the above areas using the data 

gathered to improve the collegeôs effectiveness. 

 

103. History  

 

Sampson Community College, one of the fifty-eight institutions in the North Carolina System of 

Community Colleges, was established in September 1965 under the provisions of Chapter 115-A 



of the General Statutes of North Carolina as an extension unit of Goldsboro Industrial Education 

Center (now Wayne Community College).  The first institutional 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, and began 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.  As 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, and the main 

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 enabling legislation by 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 and the county'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 South Building, 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 to the 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 

2005 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 Board of 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 or technical 

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 Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-4500 for 

questions about the accreditation of Sampson Community College. 

 



CHAPTER II: ORGANIZATION AND ADMINISTRATION  

 

201. President as Chief Administrative Officer 

 

The chief administrative officer of Sampson 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 nomination and majority 

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 Board and shall 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. Qualifications, Duties, and Authority of the President 

 

As chief administrative officer, the President is 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 competence and personality to establish in the community the image of the 

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

President: 

 

203.01 Education, experience, and philosophy to adequately develop and maintain a 

comprehensive community 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, without 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 times as he/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 

growth of 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 responsibilities of all personnel of the college. 

 

203.07 Advisement in the planning, construction, and modification of physical facilities. 

 

203.08 Preparation of the annual current expense and capital outlay budgets and 

submission of the financial aid budgetary 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 to the Board for appointment of all full-time staff, 

excluding temporary personnel. 

 

203.12 Employment of all part-time and temporary personnel. 

 

203.13 Execution of all other functions the Board delegates. 

 

204. Special Powers of the President 

 

The Board of Trustees 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 existing contracts of college employees approved 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 $4,000 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 the delivery of 

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 line-item budget changes in all sources of funds. 

 



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 special in-service industry training courses. 

 

204.11 Enter into 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 space, equipment, supplies, and other 

related resources. 

 

 



CHAPTER III: PERSONNEL  

 

301. Definition of Terms 

 

301.01 Staff. All full -time or annual part-time employees of the College whose 

responsibilities are principally non-instructional. 

 

301.02 Faculty. All full -time and annual part-time 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. 

 

301.03 Professional Staff.  All full -time or annual part-time employees assigned 

responsibilities for administrative, academic administrative support, or program 

management responsibilities who are not members of the faculty. 

 

301.04 Office Personnel.  All full -time and annual part-time employees assigned 

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 assigned paraprofessional responsibilities. 

 

301.05 Plant Operations Personnel.  All full -time and part-time employees paid from 

local funds assigned with responsibilities for the operations and maintenance of 

the collegeôs campus and vehicles. 

 

302. Authori ty to Hire  
 

302.01 Trustees Authority. Pursuant to NCGS 115D-20(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 Trustees' review 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. 

 

302.02 Powers of the President. Pursuant to NCGS 115D-20(2), the Trustees of 

Sampson Community College delegate to the President the authority to employ 

all personnel appointed to temporary or part-time positions and full-time 

plant operations personnel. 

 

303. Types of Faculty and Professional Staff Appointments 

 

The Board of Trustees distinguishes among four types of appointments to the college faculty and 

professional staff.  Each of these employment categories is distinct; carrying with it specified 



benefits and obligations. Some faculty, such as coordinators, are employed under continuing 

contracts and are not given appointments. 

 

303.01 Probationary Appointment. All new full-time faculty members who are fully 

qualified with respect to established education and experience requirements and 

are assigned to established positions within the college will be placed on 

probationary status for one annual contract period (a nine-month to twelve-month 

period) before becoming eligible for an annual appointment in an appropriate and 

available position. Individuals on probationary 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 probationary status after having an 

annual appointment. 

 

303.02 Provisional Appointment. Provisional appointments are made when one or 

more of the following conditions exist: 

 

1. An applicant meeting the specific educational or experiential requirements of a 

position cannot be secured, a provisional appointment may be extended to an 

applicant provided the individual agrees to take specific compensatory measures 

toward meeting the stated qualifications of the position. 

 

2. A faculty member is hired under special funds that may be discontinued. 

 

303.03 Temporary Appointment. Temporary appointments are awarded for brief 

periods of full or part-time employment (usually less than 9 months). Such 

appointments terminate upon expiration of the contractual period. These 

appointments 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, or by other causes which generate an immediate need for 

temporary assistance. Persons serving on full-time temporary appointments are 

eligible for fringe benefits which accrue to other employees and are given no job 

preference for employment beyond the contractual period. 

 

303.04 Annual Appointment. Annual 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 

probationary period. Annual appointments are issued by the college on a year-to 

year basis generally coinciding with the state fiscal year, July 1 - June 30, or with 

the grant period for employees paid from special funds. 

 

304.  Length of Contracts 

 

Twelve-month contracts 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 

a twelve-month basis, while instructional faculty are assigned on a nine-month 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 with the NCCCS, the College recognizes the following definitions: 

 

Full-time - A position established in the budget as a recurring position. Employment must 

be for nine or more months per calendar year and at least 30 hours per week or the 

equivalent thereof. 

 

Part-time - A position established in the budget as a recurring position. Employment must 

be for nine or more months per calendar year and at least 20 hours per week, but less than 

30 hours per week. 

 

Temporary Full-time - A position not established in the budget as a recurring position. 

Employment must be for a period of nine or more months per calendar year and at least 

30 hours per week or the equivalent thereof, but only for a special assignment or project 

not expected to recur on a continuous basis. 

 

Temporary Part-time and Hourly - A position not established in the budget as a recurring 

position. Employment is for less than 9 months per calendar year and/or less than 30 

hours per week. Any employee working less than 20 hours per week will be in this 

category. Most employees in this category are paid at an hourly rate. 

 

Full-time and full-time temporary employed for a minimum of nine months per year will 

receive full benefits (retirement, hospitalization, leave) awarded by the Board of Trustees. 

 

Part-time employees receive leave as recognized by the college's leave policies but do not 

receive other benefits except those established by law, or stated elsewhere in these 

policies. Part-time temporary and hourly employees do not receive benefits. 



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 the standard forms, subject to alterations as needed, to meet specific employment 

situations. 

 

306.01 Faculty and Professional Staff Contracts (refer to FLSA for listing). The  

general form to be used in employing faculty and professional staff is set forth at 

the end of this chapter (ADD CC OF NEW CONTRACT!!!) . 

 

306.02 Contracts for Office Personnel. The general form for employing office personnel 

is set forth immediately at the end of this chapter.  Office personnel may be 

terminated by the President, with or without cause, provided notice is given as set 

forth in the employment letter. (ADD CC OF LETTER!!!!) . 

 

306.03 Employment of Plant Operations Personnel. The general form for employing 

plant operations personnel is set forth immediately at the end of this chapter.  

Plant Operations Personnel are employed at will, without a contract, and may be 

terminated, with or without cause, by the administration. 

 

306.04 Employment of Part-Time Faculty and Staff.  Part-time instructors are employed 

under a contract or contracts to teach courses for a 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 

staff 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 

other policies of the Board, any statements in the Staff Handbook, or other college 

documents, or any verbal communication, personnel employed by the President will not 

have vested rights in employment other than for the contractual period in contracts set 

forth in the written employment contract. The Board expressly reserves all rights to 

change policies relative to tendering and nontendering of a new contract, including the 

required notice of nonreappointment to employees. 

 

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

 

Diversity.  Sampson Community College 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 and community population. 

 

309. Employment Policies and Procedures 



 

The Board of Trustees has adopted employment policies and procedures pertaining to the 

recruitment and hiring of employees as set forth in the Collegeôs Employment Policies 

and Procedures Manual. 

 

310. Standards for Members 

 

The President is delegated the authority to set and maintain proper standards for 

educational or experiential preparation for positions within the college. These standards 

shall meet or exceed those established by the North Carolina Board of Community 

Colleges, the Southern Association 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 titles and duties of all personnel within the 

college.  He/she may determine the specific number of non-teaching and teaching 

personnel to be employed within funds available. He/she may organize the college in the 

manner he/she deems most appropriate for the promotion of educational vitality and 

administrative coordination.  The Organizational Chart will be presented to Trustees 

annually for approval. 

 

312. Evaluations 

 

The Board of Trustees has delegated to the President the authority for evaluation of all 

employees except the Presidentôs evaluation. 

 

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 

salary schedule and local salary supplement as approved by the Trustees. 

 

314. Employment of Relatives 

 

To avoid the possibility of favoritism based on family relationships, the following 

restrictions are adopted for all employees of the college: 

 

1. A college shall not employ 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 closely-related person or having a substantial influence 

over employment, salary or 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, 

father-in-law, mother-in-law, son-in-law, daughter-in-law, sister-in-law, brother-in-law, 



grandmother, grandfather, grandson, granddaughter, uncle, aunt, nephew, niece, 

husband, wife, step-parent, step-child, step-brother, step-sister, guardian, or ward. 

 

3. With respect to the concurrent service of closely related persons within the same 

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 

 

315.01 Full-time Responsibility. Full-time employees are expected to give full-time 

service to their institutional duties. An individual with activities which interfere 

with their work performance may be required to curtail or eliminate their 

noninstitutional activities. 

 

315.02 Consistent with Integrity. When an employee seeks additional part-time 

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. 

 

315.03 Political Activities of Employees. Employees 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 campaign or 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 part-time public office shall certify 

through the President to the Board of Trustees that the office 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 who is elected or 

appointed to a full-time 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 are 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 appointive, 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 run for partisan political offices. 

 

315.04 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 activities violate 315.01, 315.02 or 315.03 above, the President may 

require the termination of the off-campus activities or terminate the employee's 

contract with the college. 

 



315.05 Secondary Employment.  Secondary employment of all full-time employees 

which may conflict with the employeeôs primary job responsibilities and 

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 all full -time employees. 

   

316. Abrogation of Contract 

 

316.01 Financial Exigency.  An employment contract may be terminated by the collegeôs  

board during the contractual period of employment when a significant decline in 

the financial resources of the institution is brought about by a decline in 

institutional enrollment or by other action or events that compel a reduction in the 

institutionôs current operation budget, in accordance with procedures set forth in 

the Reduction in Force Policy. (Policy No. 323) 

 

316.02 Program Change.  An employment contract may be terminated by the  

collegeôs board during the contractual period when there is any elimination, 

curtailment, reorganization of a curriculum or extension offering, program, 

college operation or when the 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 Reduction in Force Policy. (Policy 

323) 

 

316.03 Dismissal, Suspension, and Other Disciplinary Action.  An employee may be 

dismissed, suspended, or otherwise disciplined in accordance with the policies 

and procedures set forth in Section 317 below. 

 

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

 

317.01 Grounds for Dismissal. Justifiable 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, etc., or to actively participate in 

opportunities for professional improvement. 

 

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



 

4. Insubordination or failure to maintain satisfactory and harmonious working 

relationships with the public 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. Possession of 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. Use of 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 Statute 90-95, the 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, encouraging, instigating, or inciting others to impair, impede, or 

disrupt the educational or other lawful operations of the college. 

 

317.02 Authority of the President. The Board of Trustees confers upon the President 

the authority to suspend, demote, terminate or discipline any employee whose 

conduct, in the findings of the President, violates any of the provisions of 

Subsection 317.01 above and warrants disciplinary action subject to provisions of 

Subsection 317.03. 

 

317.03 Procedures for Review. The President or his/her 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 suggestion may be 



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 placed in his/her personnel file, he/she may petition the President for its 

removal through the procedure set forth in Section 320. If the President, after an 

investigation, believes an employee has violated any of the provisions of 

Subsection 317.01, the President 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 address on record 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 shall not become 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. On appeal, 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 modify the action 

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 Discontinuation of Other Contracts 

 

Not later than April 15, annual-appointment employees will be notified in writing of the intent of 

the President not to recommend to the Board of Trustees the tendering of a new contract of 

employment for the subsequent employment period. A new contract shall be interpreted as the 

offer of the type of the existing contract under such terms and conditions as the President may set 

except that the period of the contract must be at least three calendar months and the monthly 

salary at least 90 percent of the preceding contract's monthly salary rate; or the extension of a 

new type of contract (e.g. probationary, provisional, temporary) when, in the opinion of the 

President, the college has a compelling interest for such change, e.g. program change, enrollment 

decline, etc. to change the type of contract tendered. This notification will be mailed to the 

employee by certified mail, return receipt requested, addressed to the employee's last address on 

record at the college, or by delivering the notice to the employee personally. It is the 

responsibility of the employee to update his/her address information to ensure the timeliness of 

this information. The notification requirement does not apply to those situations caused by 

reduced funding as set forth in Subsection 316. There will be no public disclosure by the 

President of the college or by any employee of the college of the reasons that any regular 

employee was not tendered a new contract of employment.  Employees with provisional, 

probationary, or temporary appointments will not receive a notice. The college employment 

contract constitutes the only agreement of employment and represents the entire period of 

employment. 



 

319. Non-tendering of New Contract, Discontinuing Contract, Terminating 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 personnel or other 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 to recommend 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, disability, 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 set forth in Chapter VIII 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, disability, age, 

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 involved in the decision, 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, protected First 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 

 

320.01 Purpose. The purpose of this Grievance Procedure is to assure the full-time 

and part-time employees of Sampson Community College that their grievances 

will be considered fairly, rapidly and in a non-threatening atmosphere. 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 may cause 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 procedure first 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. 

 



320.02 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 319 for procedures to use in this 

instance. 

 

(c) The decision not to tender a new contract, discontinuing a continuing 

contract, terminating employees and failing to re-hire employees.  See Section 

319 for procedures to use in those cases. 

 

(d) The decision to terminate under a RIF policy. See Section 323 for those 

procedures. 

 

 320.03 Procedure. Employees should seek the informal resolution of grievances 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 command.  Appeal is available to both 

the complaining party and the party against whom the complaint 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 seeking official redress under section 320 of this 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 request. The 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 member a simple, 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 employee personally. 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 

VIII.  

 

321. Employee Records 

 

Employee records are protected by the General Statutes 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 with 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 hours 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 employees, and 

applicants for employment may seek the removal of the objectionable material through a 

written grievance to the President. 

 

322. Academic Freedom and Integrity 

 

322.01 Academic Freedom. Sampson Community College, as an institution 

dedicated to free investigation, 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 between freedom 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 and his/her 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, controversial 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 rights of his/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 should have the 

approval of the administration. 

 

322.02 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 shall initiate any action which 

undermines the proper faculty-student relation or violates the code of ethics. 

 

323. Reduction in Force 

 

323.01 Definitions. For the purpose of Section 323, the following terms have the 

meanings indicated: 

 

1. "Termination" means the cessation of employment of an employee, the 

transfer of an employee to a lower paying position, a reduction of the 

employee's status to part-time employment, or a reduction in pay for reasons 

of financial exigency or program change. The nonreappointment of an 

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. ñFinancial exigency" means any significant decline in the college's financial 

resources that is brought about by decline in enrollment 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 reorganization 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 the President. The committee, which shall 

consist of not less than five (5) members including at least one (1) administrator, 

shall be selected by the President and approved by the Board of Trustees on the 

basis of broad representation from the college staff. The committee is empowered 

to discharge functions prescribed for 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 Christmas. 

 

323.02 General Grounds for Termination. A 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 because 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 termination may be effective in accordance with the 

procedure provided in this reduction-in-force (RIF) policy. 

 

323.03 Board's Preliminary Determination and Statement. If the Board decides that a 

state of exigency exists or is imminent and that termination of the employment 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 Section 323 shall be 

transmitted forthwith to the Faculty and Staff Committee, appointed by the Board 

in accordance with Subsection 323.01(5). Simultaneously, a summary of the 

statement shall be published by any means reasonably calculated to bring 

it to the attention of all employees, together with a statement 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 matters addressed in the 

statement. 



 

323.04 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 employee's interests 

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 

recommendations addressed 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. 

 

323.05 Board's Decision. Within 30 days after it receives 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 response. If it determines 

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 shall transmit to 

the President a statement that designates the particular areas in which it thinks 

termination should be effected and that sets forth the criteria for selecting 

individual employees for termination of employment. 
 

323.06 President's Action. Within 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 making this 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. 

 

323.07 Notice to Individual Employees. If after considering the President's 

recommendation the Board 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 notice shall 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 shall make 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 end of the 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. 



 

323.08 Request for a Hearing. Within ten (10) working days after receiving a notice 

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 or capricious 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 constitutes on the 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 consider the 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 contention. A denial of the request 

finally confirms the decision to terminate, and the committee shall so notify the 

employee. 

 

323.09 Conduct of the Hearing. The hearing shall begin with the employee's presentation  

of contentions, those grounds specified in the request for a hearing and supported 

by such proof as the employee desires to offer. When this presentation is 

concluded, and unless there is a rebuttal, the Hearing Committee shall recess to 

consider whether the proof offered in support of the contention does 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 completes his/her 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 capricious or in violation of law. 

 

323.10 Procedures for Hearing. If 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 determination shall finally 

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 Harassment Policy and Procedures 



 

324.01 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. 

 

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 

accordance with the procedures 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 conduct is 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 that individual, or 

 

3. Such conduct has the effect of unreasonably interfering with an individualôs 

performance, or creating an intimidating, hostile or offensive environment 

and is not protected by free speech under the First Amendment to the 

Constitution. 

 

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 individualôs work/learning effectiveness. Sexual harassment may take 

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/discriminating/stereotypical words; 

comments directed primarily at oneôs gender. 

 

Nonverbal: Sexually suggestive objects or pictures, graphic commentaries, 

suggestive or insulting sounds, leering, whistling, obscene gestures. 

 

Physical: Unwanted physical contact, including touching, pinching, brushing the 

body, pushing. 

 

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 appropriate measures 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. 

 

324.04 Appointment of Grievance Officers.  The President shall appoint two or more 

sexual harassment officers hereafter termed ñgrievance officersò whose duty is to 

receive complaints in an informal manner.  The names of the grievance officers 

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

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

Services will serve as one of the grievance officers. 

 

 324.05 Application of the Grievance Procedures.  Any employee who believes that she/he  

  has been sexually harassed by a supervisor, a co-worker, 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 appropriate 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 officers so 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 a need-to-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 any employee for 

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 the college 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 

appropriate corrective action has been taken may appeal the collegeôs action to the 

collegeôs Board of Trustees as set forth in Chapter VIII of this manual.  Also, the 

person or persons against whom the complaint was made may appeal to the Board 

of Trustees as set forth in Chapter VIII. 

 

325. 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 employees 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 in the discharge of 

the employeeôs official responsibilities, other than that which is 

received by the employee from the College for acting in the 

employeeôs official capacity. 

 

(b) Employees may not solicit for a charitable purpose any gift from any 

subordinate employee. 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 Drive or similar charitable campaign. 

 
(c) No trustee or employee may 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: 

 

(1) 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 substantially and 

materially affected, in a manner distinguishable from the 

public generally, by the performance or nonperformance of 

the employeeôs or trusteesô official duties. 

 

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

following: 

 

(1) Food 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, beverages, registration, 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 employee or trustee 

or in order for the employee or trustee to participate as a 

speaker or member of a panel; (ii) a public servant's 



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 lobbyist. 

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 or defined groups of 10 or 

more attendees. 

d. Any entertainment must be incidental to the 

principal agenda of the educational meeting. 

 

(4) A plaque or similar nonmonetary memento recognizing 

individual services in a field or specialty or to a charitable 

cause. 

 

(5) Gifts accepted on behalf of the College for the benefit of 

the College. 

 

(6) Anything generally made available or distributed to the 

general public or all other community college employees 

by lobbyists or lobbyist's principals. 

 

(7) Gifts from the trusteeôs or employeeôs, or a member of the 

same household. 

 

(8) 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 expenses 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 conditions 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 employeeôs or trusteeôs official 

duties. 

 



b. The public servant reports electronically to the 

Commission within 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 of industry 

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. A tangible gift, other than food or beverages, not 

otherwise subject to an exception under this subsection 

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 trustee servant 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 considered a customary 

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 reasonable 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 

servant personally 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 employing entity'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. 

 



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, subsistence, and 

registration expenses. 

(2) The Collegeôs work time or resources are used. 

 

(3) The activity would be considered official duty 

or would bear a reasonably close relationship to 

the employeeôs official duties. 

 

An outside source may reimburse the College for actual 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. 

 

326. 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 professionally 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 is the development 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 implement staff development. 

 

327. Illegal 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 which provide for meaningful employment. All members 

of the college community - students, faculty, administrators and staff, share in the 

responsibility of protecting and promoting this environment and are expected to 

exemplify high standards of professional and personal 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 contexts. The 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. High-risk choices can lead to significant academic, legal, financial, 

job performance and relationship problems, as well as problems with physical, 

mental and emotional health. A table of possible effects of such choices regarding 

controlled substances are described I the appendix: Controlled Substances - Uses 

and Effects. High-risk use of alcohol and other drugs is also a factor in injuries 

and deaths related to overdose, accidents and crimes.  

The consequences of high-risk behavior by one individual cannot be isolated.  

Alcohol and drug abuse affect not only the user, but friends, family, classmates, 

coworkers and the entire college community. The Collegeôs goal is to maintain a 

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-counter 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 ï Sampson Community College will make alcohol 

and drug abuse education and counseling services available to all members of the 

academic community. These services shall include:  

 Educating the campus community about the health and safety hazards 

associated with alcohol and drug abuse and the incompatibility of alcohol 

and drug abuse with achievement of personal and educational goals.  

 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 problems. The College assures 

persons who voluntarily avail themselves of these services that applicable 

professional standards of confidentiality will be observed.  

 Informing the campus community of the potential legal and educational 

consequences (including both criminal law and College discipline) of 

abuse or illegal use and/or distribution of alcohol and drugs.  

 Distributing annually to all members of the College community copies of 

Sampson Community Collegeôs Drug Policy that addresses penalties, 

prevention, counseling 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 complying 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 to sale, possession 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 Drug-Free 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 employee 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 of notice of 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 off-campus) is deemed to affect the interests of the College.  

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, 

respectively. The penalties that may be imposed range from written warnings with 

probationary status to expulsion from enrollment and discharge from 

employment.  

 Employees who violate the Collegeôs policy on the illegal or abusive 

use of alcohol and other drugs will 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. 

 Students who violate the Collegeôs policy on the illegal or abusive use 

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, state, federal 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 abusive 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 insulates a law 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 18B-102, states the  in 

North Carolina: "Unless a different punishment is otherwise expressly 

stated, any person who violates any provision of this Chapter shall be 

guilty of a misdemeanor and upon conviction shall 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.  

Illicit Drugs - The Federal Controlled Substances Act (21 U.S.C.A. 841, 

et seq .) provides "first-offense" 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 

substance, a 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 campus may 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 cocaine and heroin, shall be 

guilty of a Schedule I or II drug offense.  

For a Schedule I or II 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 such as barbiturates, depressants, stimulants or marijuana shall 

be guilty of a Schedule III, IV, V or VI drug offense. This crime constitutes a Class I 

felony punishable by maximum imprisonment of five years and/or a fine. Possession of a 

Schedule I substance constitutes a Class I felony. Possession of a substance classified in 

Schedules II, III or IV constitutes a misdemeanor punishable by maximum imprisonment 

of two years and/or a $2,000 fine (or a Class I felony if quantity is sufficiently large). 

Possession of a 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 Illegal 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, section 90-89, Schedule II, North Carolina 

General Statutes, section 90-90 (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 other employee shall be discharged. 

 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 III through VI, North Carolina General 

Statutes, sections 90-91 through 90-94 (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 a period of at least one academic year (three (3) 

full semesters).  

Illegal Possession of Drugs  

 For a first offense involving the illegal possession of any controlled substance 

identified in Schedule I, North Carolina General Statutes, section 90-89 or 

Schedule II, North Carolina General Statutes, section 90-90, 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 a first offense involving the illegal possession of any controlled substance 

identified in Schedules III through VI, North Carolina General Statutes, 

sections 90-91 through 90-94, or similar relevant provisions of federal or 

foreign law, the minimum penalty shall be probation, for a period to be 

determined on a case-by-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 

program of community service, as the President or Presidentôs designee deems 

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 probation.  

 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 employees.  

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 enrollment or employment before initiation or 

completion of regular disciplinary proceedings if, assuming the truth of the 

charges, the President or the Presidentôs designee concludes that the person's 

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 Services will 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 assessment of 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 requirements of the Drug-Free 

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 

student enjoys safe and healthful work and study conditions. The college, in its 

effort to control communicable diseases on the campus, has adopted this policy 

and provisions. Persons infected or reasonably believed to be infected with 

communicable diseases will not be excluded from enrollment or employment, or 

restricted in their access to college services or facilities unless medically-based 

judgments in individual cases establish that exclusion or restriction is necessary to 

the welfare of the individual, other members of the institution, or others 

associated with the institution through clinical, cooperative, intern, or other such 

experiences involving the general public. 

 

Persons who know, or have a reasonable basis for believing, that they have been 

infected or have a communicable disease which may pose a threat to others are 

expected to seek expert advice about their health circumstances and are obligated, 

ethically and legally, to conduct themselves so as to protect themselves and 

others. 

 



Employees, employees of contractors or contracted services, or students infected 

with a communicable disease have the responsibility of reporting this fact to the 

Personnel Officer or the Dean of Student Services, as appropriate. 

 

The institution will continue a program of educating and informing employees 

and students about communicable diseases, warning signs, and protective 

measures. The education program will include, but not be limited to, written 

publications, seminars and workshops, and curriculum content. 

 

  328.01 Pandemic Preparedness Plan. 

 

  Overview 

The following Pandemic Preparedness Plan has been developed to guide the 

College in preparing for and responding to an influenza outbreak that is 

uncontained and pandemic in nature.  According to the World Health 

Organization ñan influenza pandemic occurs when a new influenza virus appears 

against which the human population has no immunity, resulting in several 

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 

quickly take hold around the world.ò   

 

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 locally-based 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 pandemicôs peak, 40% of the Collegeôs workforce 

will be unable to work.  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, or by 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 

months after 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 influenza outbreak 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 

campus and 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. 

 Preventing the 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 internal communications within SCC. 

 Activities targeting the reduction in the spread of the virus: 

- Reducing risk of infected persons entering the facility. 

- Student spacing reducing person-to-person interactions 

- Cleaning and disinfecting facilities 

- Educating students, 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 

- anti-viral 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 education for the college community 

 Maintenance of essential facility operational functions: 

- Identification of essential staff and functions 

- Planning for absenteeism of plant operations staff 

- Planning for absenteeism of supervisory and administrative staff 

- Planning 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 

 

Pandemic 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 pandemic preparedness, response, and recover plan with the 

team 

- Developing timelines for team responses 

- Identifying and procuring resources for the response team 



- Identifying performance measures for the response team 

- Monitoring pandemic status 

 

Pandemic Response Team 

The Pandemic Coordinator will serve as a member of the collegeôs response team 

consisting of the following staff and faculty members: 

- President 

- Vice President for Academic Affairs 

- Vice President of Finance 

- Dean of Student Services 

- Dean of Continuing Education 

- 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 spokesperson for the 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 

collegeôs inclement weather policy to include: 

- regional television (WRAL, WTVD, WECT) 

- local newspaper 

- college switchboard 

- college website 

 Communications will be via the collegeôs main website or a dedicated website 

and the use of automated attendant announcements.  Website information will 

include links to other local, state, 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 find up-to-date and reliable information. 

 Communications to employees will be supplemented by information placed on the 

collegeôs main website or a dedicated website, the automated attendant 

announcements, and broadcast email to employee email accounts. 

 Educational communications will be provided to encourage 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 will be via the collegeôs main website or a dedicated website, 

the automated attendant announcements, and broadcast email that support the 

dissemination of information advising students of the special policies and 

procedures that are in effect during 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 outbreaks occur to 

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 communications 

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 visitors with 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 personal 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 disinfectant 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. 

 Instruct that 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 disseminate 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 site-based instruction to distance 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 closing of the 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 activities 

- 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 operations staff will 

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 areas, counters, 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, they should 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 possible, ventilation 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 Concern 

 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 communication to, 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 mechanisms such as mental health, social services, and 

churches. 

 

Managing Illness 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, and students regarding the 

symptoms of the illness. 



 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. 

 Al l ill 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 students 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 vaccine will be 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 from the Center 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 against a pandemic 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 the event of a 

pandemic influenza.   The Center for Disease Control will provide 

recommendations concerning the use of anti-viral medications. 

 

Continuity of Operations 

 SCC administration will ensure that core functions, people, and skills have been 

identified and that 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. 

 

Maintenance of 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 full-time or permanent part-time positions shall 

receive longevity pay as provided by state regulations. 

 

 330. Educational Leave 

 

330.01 Policy. The Trustees recognize that employees of the college must  

maintain timely competencies 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 opportunity for "educational leave" as defined below 

subject to requirements set forth in section 402. 

 

1. The employee is employed on a 9-month or more basis. 

 

2. Educational leave will not exceed a period of 60 working days a 

calendar year. Also, no more than 60 working days of educational leave 

will be granted to an employee during any three year period, unless 

unusual circumstances warrant. 

 

3. The studies engaged in during such educational leave are directly 

related to improving the competence of the employee in the duties 

assigned or anticipated 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 if circumstances warrant and the employee contracts to return to 

the college the following 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 contract. An employee who 

fails to honor the contract stipulated shall be required to repay the amount 

expended for educational leave. If an employee fulfills a portion of the 

contract before failing to honor the contract, repayment shall be based on a 

pro-rata portion.  

 

330.02 Review. In reviewing requests, the college will consider the following  

factors among others: 

 



1. The progress which the institution will make in strengthening its 

academic programs and administrative capacity as a result of granting 

educational 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 educational leave 

granted, and anticipated employment with the college in the future. 

The President may recommend and the Board may impose special 

conditions when granting educational leave such as working part-time 

while on leave. However, an employee will be credited for part-time work 

while on educational leave. 

 

330.03 Compensatory Time In Lieu of Educational Leave. Non-instructional 

personnel, under appropriate circumstances, may be permitted to take up 

to three hours (weekly) for class work provided that the course work is 

directly related to the employee's job assignment and needed for the 

performance of required duties. 

 

330.04 Educational Leave Without Pay. Under any conditions other than above,  

educational leave granted an employee by the college as defined above 

will be without pay. Leave without pay is authorized by the Trustees. 

Subject to special provisions may be recommended by the President. 

 

330.05 Contract for Educational Leave. The following contract will serve as the  

agreement between the college and 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 

____________________________________, a member of 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 educational leave 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 directly related to his/her teaching or 

non-instructional duties at the above-said 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___, identical to 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; and, upon 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 pro-rata portion (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 of the party 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 will constitute 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 extension course 

per semester in this institution or another institution in the community college system 

without tuition charge so long as it does not interfere with effective job performance. 

 

Non-instructional personnel, under appropriate circumstances, may be permitted to take 

up to three hours (weekly) for class work provided that the course work is directly related 

to the employee's job assignment and needed for the performance of required duties. All 

requests must be approved by the appropriate supervisors, Vice Presidents, deans, and 

President. 

 

332. Military Leave  

 

Military leave is permitted in accordance with the North Carolina Administrative Code. 

See Section 2D.0104. 

 

333. Employee Leave 

 

Absences from work during scheduled hours will be charged to the appropriate leave 

account of the employee. Administration of the leave program within the scope of 

established policy will be the responsibility of the President. 

 

333.01 Annual Leave 

 

1. Rate of Leave 

 

a. Annual leave is granted to full-time and annual part-time employees of 

the college in one of two forms: 

 

(1) instructional faculty members and noninstructional faculty 

members designated by the President are allowed leave on 

authorized holidays, semester breaks, and other occasions as 

directed by the President; 

 

(2) the remaining employees are granted annual leave according to 

an established scale in addition to authorized holidays. 

 

b. Each full-time non-teaching employee who is working or who is on 

paid leave for one-half or more of the regularly scheduled workdays 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 rates are 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 Earned 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. 10 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 part-time employee who is employed on an annual contract with a 

part-time appointment for as much as half-time will earn annual leave on 

a pro-rata basis if he/she works one-half or more of the scheduled 

workdays in a month. The leave will be computed as a percentage of the 

total amount earned by a full-time 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 December 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 cautioned not to 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 

accumulated 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 month-for-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 government 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 system, and 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 for services in the above agencies may not coincide with 

experience units granted for pay purposes. 

 

c. Credit is not awarded for temporary part-time service. 

 

4. Advancement.  First-year employees may have annual leave advanced for holiday 

breaks, but for no other 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 

supervisor reasonable prior notice for the annual leave requested.  Approval of 

annual leave is at the discretion of the supervisor. 

 

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

 

        6.  Transferring-Accepting Annual Leave 

 

a. Unused annual leave may 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 separation payment of leave) 



will be compensated in accordance with item 8 below. 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 transfer 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 of sick leave. 

 

       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 non-workdays in that month. 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 work-day 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 will be 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 absence of an 

administrator or executor, payment must be made to the Clerk of Superior 

Court of the county of the deceased employee's residence. 

 

333.02 Sick Leave 

 

1. Amount Earned 

 

a. A full-time employee who is working or on paid leave for one-half or 

more of the 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 part-time employee who is employed under an annual 

contract for as much as half-time will earn sick leave on a pro-rata basis if 

he/she works one-half 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 cumulative indefinitely. 

 

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) when an 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. Illness 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 disease in the employeeôs family, or; 

 

e. Actual period of temporary disability connected to childbearing. 

 

6. Sick 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 employee must discuss 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 appropriate. 

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 taken is one hour. 

 

b. Sick leave shall be taken 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 factor ï 1.3 

 

(2) Vocational Faculty factor ï 1.2 

 

If a faculty member is out at least five days, leave will be based on a 40-hour 

work week instead 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 reported on the 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. While 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. Employees 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 workday, the employing college may consider 

reinstatement of sick leave credits accumulated at the time of separation. 

 

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



transferred to total service as provided under the North Carolina Teachers' and State 

Employees' Retirement System. 

12. Sick Leave Without Pay. Sick leave without pay may be granted by the President for 

the remaining period of disability after sick leave has been exhausted. The employee may 

also exhaust annual leave before going on leave without pay or may retain part or all of 

accumulated annual leave until his/her return to college service. In the event the 

employee needs more than one year of sick leave without pay, an extension must be 

requested. 

 

333.03 Funeral 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 must be charged to annual 

leave or leave without pay. Immediate family is defined as a wife, husband, mother, 

father, brother, sister, brother-in-law, sister-in-law, son, daughter, son-in-law, daughter-

in-law, mother-in-law, father-in-law, grandmother, grandfather, grandson, granddaughter, 

step-mother, step-father and step-children. 

 

333.04 Personal Leave. Noninstructional staff are allocated annual leave which should be used  

for personal leave. Supervisors of noninstructional staff may excuse an employee for 

such reasonable periods as may be necessary without requiring leave provided that the 

employee compensates the college with additional work time equal to that extended 

without leave. Instructional faculty, due to their inability to apply for annual leave, may 

request and be granted one day for personal leave during each fiscal year. Personal leave 

may be granted when the faculty's needs justify being away from their classes. Personal 

leave is not to be used as vacation time. The President may extend this period when 

appropriate. 

 

333.05 Temporary Disability and Maternity Leave 

 

1. In accordance with the state's policy on equal opportunity, 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, miscarriage, abortion, 

childbirth, and recovery therefrom are, for all job-related purposes, temporary 

disabilities and must be treated as such under any health or temporary disability 

insurance or sick leave plan available in connection with employment. 

Employment policies and practices involving matters such as the commencement 

and duration of leave, the availability of extension, the accrual of seniority and 

other benefits and privileges, reinstatement, and payment under any health or 

temporary disability insurance or sick leave plan, formal or informal, will be 

applied to disability due to pregnancy or childbirth on the same terms and 

conditions as they are applied to other temporary disabilities. 

 

3. Sick leave can be used for maternity purposes only for the period of actual 

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 thus gain the 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 work performed, 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 will not 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 prior to the 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. Accumulated sick 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 ends, it is 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 prescribed form, 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 chooses to exhaust 

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 without pay, 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. 



 

333.06 Civil Leave 

1. Jury Duty. When 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 connection with 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 would normally be off, the time is to be considered as working time 

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 pay. Any fees 

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. 

 

333.07 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: 

 

1. New Year's Day 

2. Martin Luther King Memorial Holiday (3rd Monday in January) 

3. Easter (1 working day) 

4. Memorial Day (Monday Holiday) 

5. Fourth of July 

6. Labor Day 

7. Thanksgiving (2 days-Thursday and Friday) 

8. Christmas (3 working days) 

 

The Board may change the holidays to fit the College's calendar. The 

administration may establish the Easter and Christmas holidays each year. 

 

333.08 Options During Leave Without Pay. An employee going on sick leave 

without pay, military leave without pay, maternity leave, workmen's 

compensation, or any other leave without 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, if leave without 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 increments during that period. 

 

333.09 Other Types of Leave Without Pay 

 

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 begins except 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 annual 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 reasons not exceeding ten (10) 

consecutive workdays, the employee will first exhaust all accumulated annual 

leave.  General provisions are included under the heading ñAnnual Leaveò. 

 

334. Flexible Work Schedules 

 

The work schedule for staff members (non-instructional employees) is established 

by the employeeôs supervisor. When developing individual employee work 

schedules, supervisors may consider an employeeôs personal needs; however, the 

needs of the college are the dominating factor. 

 

The Collegeôs normal hours of operation for Fall and Spring semesters 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 employee 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 be approved by an 

employeeôs immediate supervisor and should not be reported to the personnel 

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 who wishes to save sick leave for pregnancy to avoid the use of sick 

leave to meet doctorôs appointments.  Supervisors are not, however, required to 

provide schedule changes when such changes adversely affect the staffing for 

College needs. 



 

With the exception 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 

institutionôs educational and accreditation status.  The content and design of 

publications should reflect 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 
 

336.01  Purpose.  The Family 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 leave is available to eligible medical reasons (including maternity-

related disability) and for compelling family reasons; and to promote the goal of 

equal employment opportunity.   

 

336.02 Eligible Employees.  A full -time employee who has been employed with 

Sampson Community College for at least 12 months and who has worked at least 

six months during the previous 12-month period is entitled to a total of 12 work 

weeks, paid or unpaid, leave during any 12-month 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 12-month period following 

birth. 

b. For the employee to care for a child placed with the employee for 

adoption, provided the leave is taken within a 12-month period 

following adoption. 

c. For the employee to care for the employeeôs child, spouse or 

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 unable to perform the functions of the employeeôs 

position. 

 

Leave without pay beyond the 12-week 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. Workweek ï A workweek is defined as the number of hours an 

employee is regularly scheduled to work each week. 

 

b. Parent ï 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 an employee when the employee was a child. 

 

Child ï is a son or daughter who is under 18 years of age or older and incapable 

of self-care because of mental or physical disability who is: 

 

c. 1.   A biological child. 

2 An adopted child. 

3 A foster child ï a child for whom the employee performs the 

duties of a parent as if it were the employeeôs child. 

4 A step child ï a child of the employeeôs spouse from a former 

marriage. 

5 A legal ward ï a minor child placed by the court under the care 

of a guardian. 

6 A child of an employee standing in loco parentis. 

 

d. Spouse ï a husband or wife. 

 

e. Serious health condition ï an illness, injury impairment, or 

physical or mental condition that involves either inpatient care in a 

hospital, hospice, or residential medical care facility, or that 

involves continuing treatment by a heal care provider. 

 

336.04 Leave 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 only during 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 employeeôs child, spouse, or parent, the employee may 

choose to exhaust available sick and/or vacation leave, or any portion, or go 

on leave without pay. 

 

4. For the employeeôs illness, the employee shall exhaust available sick leave 
and may choose to exhaust available vacation leave or any portion, before 

going on leave without pay.  If the illness extends beyond the 60-day waiting 

period required for short-term disability, the employee may choose to exhaust 

the balance of available leave or begin drawing short-term 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 care; or, to care for a sick parent. 

 

6. For purposes of the determination of eligibility for FMLA leave, the College 

will calculate the 12-month period on a rolling basis.  This means that the 12-

month period is measured backward from the date an employee uses any 

FMLA leave. 

 

 

336.05 Intermittent 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 birth-related child care 

or for adoption unless employee and the College agree otherwise. 

 

b. When medically necessary, the employee may take leave intermittently or 

on a reduced schedule to care for the employeeôs child, spouse or parent 

who has a serious health condition, or because the employee has a serious 

health condition.  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 and better 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. 

 

336.06 Employee Responsibility. The employee shall apply in writing to the appropriate 

vice president for leave requested under this policy as follows: 

 

a.       Birth or adoption ï 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 date of the birth or adoption requires 



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

as practicable. 

 

b. Planned medical treatment ï when the necessity for leave to care for the  

employeeôs child, spouse or parent or because the employee has a serious 

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 health care provider of the employeeôs 

child, spouse or parent.  The employee also must give 30 days notice if 

practicable of the intention to take leave. 

 

                         c.        The employee shall be deemed to have applied for leave under this policy     

                                   when: 

 

1. The employee 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 the 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 30-day period is part of the 12 workweeks of  

FMLA leave. 

 

d.      If the employee will not return to work after the period of leave, the College  

         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. 

 

336.07 Certification 

 

a.     For leave 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 serious illness of  

      the employee or of the employeeôs child, spouse, or parent, be supported by a   

      doctorôs certification which includes the following: 

 

   1  

1. The date on which the serious health condition 

began. 

2. The probable duration of the condition. 

3. The appropriate medical facts regarding the 

condition. 



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 position, 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 the validity 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 subsequent recertifications on a  

reasonable basis. 

 

337. Voluntary Shared Leave Program 

 

337.01 Purpose.  These occurrences brought about by prolonged medical  

conditions that cause employees to exhaust all available leave and 

therefore be placed on leave-without-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. 

 

337.02 Policy.  In cases of a prolonged medical condition, an 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 purposes of this policy, ñmedical conditionò means a medical 

condition for an employee or their spouse, parents, children or step-

children that is likely to require an employeeôs absence from duty for a 

prolonged period, generally considered to be a least 20 consecutive 

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 an exception to the 20-day period.  It is 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. 

 



337.03 General Guidelines 

 

1. Establishment of a leave bank for use by unnamed employees is 

expressly prohibited.  Leave must be donated on a one-to-one 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 interfering 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.  Individual leave records 

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 action by a supervisor 

will be grounds for disciplinary action up to dismissal on the basis of 

personal conduct. 

 

337.04 Eligibilty  

 

1. The employee must be full-time or part-time full-time accruing 

benefits with an appointment other than temporary.  Participation in 

this program will be based on the employeeôs past compliance with 

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 program.  Shared 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 Workersô Compensation who is drawing temporary 
disability compensation is not eligible to participate in this program. 

4. This policy will not ordinarily apply to short-term or sporadic 

conditions or illnesses.  This would include such things as sporadic, 

short-term recurrences of chronic allergies or conditions; short-term 

absences due to contagious diseases, or short-term, 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. 

 

337.05 Application 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 letter should include the employeeôs name, social security number, 
position, information concerning the employeeôs medical condition, 

and the estimated length of time needed to participate in the program.  

When submitted by the employee, a  doctorôs statement  should 

accompany the letter. 

3. Consistent with applicable medical privacy laws, when disclosing 

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 status known, the 

employee must sign a release before that information is communicated 

by College employees. 

4. The Presidentôs Council or a committee appointed by the President will 
review the merits of each request and make a recommendation to the 

President who will approve or disapprove each request. 

 

337.06 Recipient 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 leave for leave beyond the employeeôs available accumulated leave. 

2. Participation in this program is limited to 352 hours, either 

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

3. Subject to the maximum of 352 hours, the number of hours of leave an 

employee can receive is equal to the projected recovery or treatment 

period, less the employeeôs combined vacation and sick leave balance 

as of the beginning of the recovery or treatment.  The employee must 

exhaust all available leave before using donated leave. 

4. At the expiration of the medical condition, any unused leave in the 

recipientsô donated leave account will be returned to the donor(s) on a 

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. 

5. 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. 

 

337.07 Donor Guidelines 

 

1. A non-family member donor may contribute only vacation leave to 

another employee within the College. A non-family member may not 

contribute leave outside the College. 

2. A family member who is a College employee may contribute vacation 

or sick leave to another immediate family member employed at the 

College.  An immediate 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 outside the 

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 below 40 accumulated 

hours. 

5. The maximum amount of vacation leave allowed to be donated by one 

individual is to be no more than one-half the amount of the individualôs 

annual accrual rate.  Also, the amount donated is not to reduce the 

donorôs vacation leave balance below one-half of the annual vacation 

leave accrual rate. 

6. Bonus leave may not be donated. 

 

337.08 Leave 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 leave donations and recipientôs use.  Such 

accounts will provide a clear and accurate record for financial and 

management audit purposes. 

 

3. All donated annual and sick leave will be credited to the recipientôs 

leave account.  Voluntary shared leave available in the recipientôs 

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 must be returned to the   

     donor(s).  Returned leave will be credited to the same account from  

     which it was donated.  Employees who donate ñexcessò annual  

     leave (any amount about the 240 maximum allowable carryover) at  

     the end of December may have it returned and converted to sick   

     leave. 

  

 

 



 338. Identify Theft Prevention Program 

 

 I. BACKGROUND  

  

As a result of the increasing instances of identity theft, the United States Congress passed 

the Fair and Accurate Credit Transactions Act of 2003 (FACTA), Public Law 108-159.  

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 creditor that holds 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.  Identity Theft Prevention Programs should be appropriate to the 

size and complexity of the institution and the nature and scope of the institutionôs 

activities. 

 

 II.  PURPOSE  

 

In response to this law, Sampson Community College adopts this Identity Theft 

Prevention Program to enact reasonable policies and procedures to protect students and 

college employees from damages associated with the compromise of sensitive personal 

information. 

 

III.  DEFINITIONS  

  

For purposes of this policy, the following definitions will apply: 

 

A. Creditor ï 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. is the assignee of a creditor involved in the decision to extend, renew, or 

continue credit. 

 

B. Credit - Deferral of payment of a debt incurred for the purchase of goods and 

services, including educational services. 

 

C. Covered account ï An account with a creditor used by individuals, families, or 

households which involves multiple 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 

institutionôs trustees. 

 

D. Financial institution ï 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 ï Information which alone, or in combination with other 

information, can be used to identify a specific individual.  Identifying information 

includes name, social security number, date of birth, driverôs license number, 

identification card number, employer or taxpayer identification number, biometric 

data, unique electronic identification numbers, address or routing code, or certain 

electronic account identifiers associated with telephonic communications. 

 

F. Identity theft ï A fraud attempted or committed using identifying information of 

another person without proper authority. 

 

G. Red Flag ï A pattern, practice, or specific activity which indicates the possibility of 

identity theft. 

 

H. Sensitive information ï Personal information belonging to any student, employee, 

or other person with whom the college is affiliated. 

 

I. Service provider ï Person providing a service directly to the financial institution or 

creditor. 

 

IV.  SCOPE ï 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 loan programs; 

 

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 scholarship 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 academic or financial 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 

warnings received from the 

Attorney Generalôs Office, 

consumer reporting agencies, 

service providers, such as fraud 

detection services, or other entities 

used to collect data 

A consumer reporting agency issues a fraud or 

active duty alert. 

A consumer reporting agency provides a notice of 

credit freeze in response to a request for a 

consumer report. 

A consumer reporting agency provides a notice of 

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 customer, such 

as:  

1. A recent and significant increase in the volume 

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 established 

credit relationships; or  

4. An account that was closed for cause or 

identified for abuse of account privileges by a 

financial institution or creditor. 

The presentation of suspicious 

documents 

Documents provided for identification appear to 

have been altered or forged. 

The photograph/physical description on the 

identification is not consistent with the appearance 

of the applicant or customer presenting the 

identification. 

Other information on the identification is not 

consistent with information provided by the person 

opening a new covered account or customer 

presenting the identification. 

Other information on the identification is not 

consistent with readily accessible information that 

is on file with the financial institution or creditor, 

such as a signature card or a 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 a change 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 addition 

of authorized users on the account. 

Any student account is used in a manner commonly 

associated with known patterns of fraud patterns. 

For example:  The customer fails to make the first 

payment or makes an initial payment but no 

subsequent payments. 

A covered account is used in a manner that is not 

consistent with established patterns of activity on 

the account. There is, for example:  

a. Nonpayment when there is no history of late or 

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 in electronic fund transfer 

patterns in connection with a deposit account; or 

e. A material change in telephone call patterns in 

connection with a cellular phone account. 

A covered account that has been inactive for a 

reasonably lengthy period of time is used (taking 

into consideration the type of account, the expected 

pattern of usage and other relevant factors  

Mail sent to the customer is returned repeatedly as 

undeliverable although transactions continue to be 

conducted in connection with the customer's 

covered account. 

The college is notified that the customer is not 

receiving paper account statements. 

The college is notified of unauthorized charges or 

transactions in connection with a customer's 

covered account. 

A customer initiates multiple address changes over 

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 opened a fraudulent account 

for a person engaged in identity theft. 



Red Flag Category Red Flags 

Notice from customers, victims of 

identity theft, law enforcement 

authorities, or other persons 

regarding possible identity theft in 

connection with covered accounts 

held by the college 

A student, borrower, law enforcement personnel or 

service provider notifies the college of unusual 

activity related to a covered account.  This includes 

discrepancies in the social security number to a 

studentôs name (provided typically by the NC 

Department of Revenue from debt set-off); address 

is not a valid address (provided typically by the NC 

Attorney Generalôs Office), and/or payment plan 

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 identification 

number. 

Requests for access to information A student attempts to change his or her address if 

an account for that student has been inactive for a 

prolonged period of time.  

Students returning to school after a 

long period of time 

A student wishes to register for courses and/or 

apply for financial aid when that studentôs account 

has been inactive for a prolonged period of time.   

 

 

VI.  DETECTING RED FLAGS  

 

A. Issues for Consideration 

1) 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 be aware 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 education and the administration of grants. 

2)  The College contracts with other governmental agencies to help 

collect accounts.  The College provides these agencies with sensitive 

student data. 

3) Student services, continuing education, and basic skills staff should 

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 with the same name; 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 or employee 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) Phone-in payment may have the risk of compromising banking 

information. 

 

B. 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 identify of 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 studentôs identity at time of issuance of student identification card 

(review of driverôs license or other government-issued photo identification). 

 

C. Existing  Accounts 

 

Detect 

1. The College needs to distinguish and identify what areas and what specific 

information constitutes the definition of sensitive 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 only handled 

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 

accounts 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 readmission process. 

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 provide the 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 (ñCreditò) Report Requests 

In order to detect any of 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 from 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. 

 

  D. Methods 

1. Procedures need to be in place to verify a personôs identify when processing 

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 of red flag 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 be 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 information (e.g. record name changes, 

SSN changes, and any web-related 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 perform routine 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. 

 

 

VII.  PREVENTING AND MITIGATING IDENTITY THEFT  

 

In the event College personnel detect 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 

in place to substantiate that personôs identity. 



2. The College may choose to designate a security officer responsible for detecting and 

preventing identity theft. 

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

contributing to the preventing and mitigating identity theft. 

4. In the event that an off-campus 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. 

5. Third party agencies that handle sensitive data for the College need to be evaluated 

no less than annually to ensure that they are in compliance with ñred flagò rules. 

6. All employees are required to adhere to FERPA law to verify proper identity and 

non-disclosure of protected student information from unauthorized persons. 

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

with PCI compliance being maintained regarding security of banking information. 

8. A re-admission process needs to be in place to verify a studentôs identity when an 

account has been inactive for a prolonged period. 

9. 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 distributed to the proper 

person. 

10. If the Collegeôs bookstore buys back books from students at the end of the semester, 
procedure need to be in place to verify the identity of the student obtaining the cash.  

This, in correlation with security reports of possible book thefts, could 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 verify that the books are 

valid for the studentôs course enrollment. 

11. 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 should be stored on these devices and what security measure 

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

12. The College should maintain Payment Card Data Security Standard Compliance on 

portals where payments are taken electronically in an effort for prevention and 

mitigation of red flags. 

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

with sensitive information and with access requests. 

14. Appropriate supervisors should review internal access to paper, electronic document 

and information systems containing sensitive information. 

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

theft. 

 

 

VIII.  RESPONDING TO DETECTION OF RED FLAGS  

 

 In the event a red flag has been detected, the appropriate College staff will: 

1. Ask for validation and/or supplemental documentation/identification when a 

studentôs identity is in question. 



2. Check credit card receipts when possible fraudulent charges are reported from a 

customerôs bank statement. 

3. Verify original student 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 suspicious 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 employees should 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.  The Committee 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 appropriate training 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 particular circumstances 

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 steps 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 Theft or of the Collegeôs failure to comply with this 

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 measures undertaken 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 service 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. Require, by contract, that service providers review the Collegeôs Program and 

report any Red Flags to the program administrator or the Collegeôs employee 

with primary oversight of the service provider relationship. 

 

D. Non-disclosure of Specific Practices 

For the 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 a need 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 

ñconfidentialò and should not be shared with other College 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 manner. 

 

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 

Committee will consider the Collegeôs experiences with identify theft situations, changes 

in identify theft methods, changes in identify theft detection and prevention methods, and 

changes in the Collegeôs business arrangements with other entities.  After considering 

these factors, the Program Administrator will 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 ï may be found at the following link: 

 

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
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 115D-58.3, all checks will be signed by the President and the 

chief financial officer. 

 

Certificate withdrawals or liquidation of funds will be approved in writing by the 

President and the chief financial officer. 

 

402. Depositories of Funds 

 

The funds will be deposited in financial institutions approved by the Board of Trustees 

and the State Treasurerôs Office. 

 

403. Facsimile Signatures 

 

In accordance with NCGS 115D-58.8, the Trustees authorize the use of a facsimile 

signature machine for the purpose of signing checks and drafts. The Trustees further 

authorize and charge the chief financial officer with the custody of the necessary 

machines, stamps, plates, or 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 directs 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 115D-58.10., 

maintains surety bonds for employees paid from state funds. College insurance should 

provide for the bonding of all employees paid from non-state funds authorized to draw or 

approve checks or vouchers drawn on college funds and all individuals authorized to 

receive funds. 

 

Minimum property coverage should provide for the insuring of: 

 

1. Each building owned by the college to the extent of the current insurable value 

against loss by fire, lightning, and other perils embraced in extended coverage as 

determined by the insurer and the North Carolina Higher Education Facilities 

Commission. 

 

2.  Equipment and other contents of all college buildings that are the property of  

the Board or of the state. 



The President is further directed to provide for a program of risk management for tort 

actions against the 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 

competitive 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 

Community 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 President will establish a schedule for live 

project fees 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 from 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 expenditures of direct benefit to students. 

4. Other institution-related 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 and recruitment 

g. Approved travel and per diem expense 

h. Campus development 

i. Subscriptions 

j. 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 student costs are held to a 

minimum.  Consistent with this, the Trustees annually review and approve the mark-up 

on textbooks and other materials offered for resale through the collegeôs bookstore. 

Bookstore funds , consistent with policies adopted by the State Board of 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 enhancement of the bookstore. 

 

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 Government Association). 

*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 necessary for the studentsô attendance and 

successful completion of their 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 construction 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 for non-college personnel 

or college personnel to enhance student success is permissible.  Functions in 

which the primary purpose is lobbying or soliciting 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 purposes and upon the terms which the donor may prescribe and 

which are consistent with the provisions of state law and the regulations of the State 

Board of Community Colleges. The President is authorized by the Board to accept and 

receive gifts for the college. 

 

411. Federal and Other Grants 

 

The Board of Trustees authorizes the President of the college to apply for federal and 

private grants for college purposes. Grant funds received will be expended according to 

grant terms as set forth by federal, state, and private sources. All grant awards made to 

the college shall be 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, Chapter 147, 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 receipt, deposit, and disbursement of monies coming into its 

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

minimize idle and non-productive cash balances.  The child financial officer shall have 

the authority to purchase, sell, and 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 obligations of the college. 

 

It shall further be the policy of the Board of Trustees to solicit competitive 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 decision-making authority for the institutionôs investment management plan.  The 

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 the distribution of the financial statements 

of the college. 

 

413. Employee Group Insurance, Health Insurance, Tax-Sheltered 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 

amount paid for by the state. All additional expenses for retirement plans, tax-sheltered 

annuities, group insurance, health insurance, deferred compensation programs, etc., are 



the responsibility of the employee unless otherwise stated. Payroll deduction may be 

authorized by the Board of Trustees for such programs provided there is sufficient 

employee interest. 

 

414. Purchasing Guidelines 

 

The Board of Trustees authorizes the administration 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 Items From $2,500 to $4,999 

These items may be purchased after receiving telephone bids or by securing informal 

bids (comparison shopping) and listing these on the telephone bid sheet. 

 

3. Non-Contract Items From $5,000 to $9,999 

The Purchasing Agent must secure bids on the identified items after the individual 

requisitioning the item provides the name and address of at least three possible 

vendors that can provide the item. 

 

4. Non-Contract Items Exceeding $9,999 

Purchase and Contract will formally bid these items. The Purchasing Agent will 

forward them 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) seeks to identify 

historically underutilized businesses, (2) increases the opportunity for these businesses to 

participate in the bidding process, and (3) promotes awareness of business opportunities 

to underutilized business owners. 

 

416. Self-Supporting Classes 

 

The Board of Trustees supports the offering of self-supporting classes, with each student 

being required to pay a prorata share of the cost of a self-supporting class. The 

administration will set the fees in an amount to reasonably insure that all direct costs of 

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

 

The following should be considered direct costs in providing self-supporting instruction: 

1. Instructorsô salaries including FICA, travel, course development costs, etc. 



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 a self-supporting class. 

6. Refreshments, and 

7. Other costs necessary for and directly assignable to a class or costs which are 

directly assignable to self-supporting classes (including administrative/clerical 

costs that can be verified as assignable). 

 

Indirect costs are the costs for activities supporting the offering of classes but cannot be 

directly and exclusively assigned to a self-supporting class or the offering of self-

supporting program. If indirect costs (see examples below) can be directly and 

exclusively assigned to a self-supporting class or self-supporting 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. 

 

Within the Boardôs approval, the administration may use any self-supporting funds in 

excess of the direct costs as follows:(1) For scholarships or other financial aid for 

students. (2) For strengthening educational programs. 

 

However, the excess self-supporting 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 Self-Supporting Class Account 

annually to make sure 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 

 

501.01 General Admission. Sampson Community College maintains an "open door" 

admission policy for all students who are high school graduates or who 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. 

 

501.02 Program Admission. Admission 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 requirements 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 sound educational 

principles and practices. 

 

501.03 Special Admissions Requirements for Health Related Programs. 

 

Curriculum Programs - Students entering the associate degree nursing, practical 

nursing, or nursing assistant programs and such other programs as the college 

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 evidence 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 submit to 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 the student 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 Programs - Students who enter non-curriculum 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 immunizations as specified in a pre-entrance 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 vaccination 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. Students participating 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 

 

502.01 Encouragement of High School Attendance. It is 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. 

 

502.02 Admission of Minors to Programs of Study. A 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 requirement 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 community College 

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 the studentôs superintendent and principal 

of the last school attended, students between the ages of 16 and 18 may be 

admitted as students with special needs. 

 

502.03 Dual Enrollment of High School Students. A high school student, 16 years 

old or older, based upon the policies of the local public boards of education, may 

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 president or his/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 appropriate 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 standards for the award of such credit. 

 



High school students will not displace audits but may be admitted on a space 

available basis to any curriculum or continuing education courses. Once admitted, 

these students will be treated the same as all other students. 

 

The college may make available to persons of any age non-credit, non-remedial, 

enrichment courses during the summer semester. These courses will be self 

supporting and 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 state-wide coordinated effort to motivate and 

encourage minors to complete high school was voted into law. This law requires 

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 the enforcement of this law. 

 

502.04 Admission of High School Students Under Provisions of the Public School 

Cooperative Program.  Qualified high school students may be admitted to college 

curriculum courses provided that a cooperative program agreement between the 

Trustees and the respective board of education is maintained and approved by the 

State Board of Community Colleges. 

 

502.05 Enrollment of Minors in Basic Skills Education. An individual must be at 

least 18 years old to enroll in any basic skills education 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 special need applicant 

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 initiation of the referral or enrollment 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 students in academic 

programs. Students who fail to attain these standards are subject to probation or suspension 

according to regulations that the college may adopt. 

 



504. Standards for Graduation. 

 

The Board awards degrees, diplomas, and certificates in accordance with standards established 

by the State Board of Community Colleges. The Board authorizes the administration to adopt 

certain other regulations and practices as necessary to insure compliance with accrediting 

agencies and sound academic principles. 

 

505. Sponsorship of Educational Programs. 

 

The Board encourages and welcomes input from local businesses, industries, and individuals in 

the development of courses and educational activities. Because of the competing interest of some 

of these groups within the service area and the college's obligation to provide programs not tied 

to any particular view, special interest group, or for-profit interest, the college will limit the co-

sponsorship of any educational program or activity to the following types of organizations or 

agencies: 

 

1. public agencies such as the public schools, county extension service, etc., with the 

common goal of public education. 

2. private non-profit 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 and business associations promoting programs for the industrial and business 

community. 

 

506. Library  

 

506.01 Purpose and Objectives of Selection. The following policy is adopted to guide 

the college staff and to inform patrons about the principles upon which selections 

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 available. 

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 making normal 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 issues 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 including 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 to book reviews, 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 selection of 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 but should 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 points of view 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 

consideration 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 of information 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 

opinions on 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 materials of the highest quality in order to assure a comprehensive 

collection appropriate for patrons of the Library. 

 

506.02 Gift Materials. The Trustees welcome the donation of materials to the Library 

when, in the judgment of the director, such materials will enhance 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 individuals seeking to 

make donations. 

 

506.03 Review of the Collection. To 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 of the following 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 which are not needed 

* materials no longer of value to patrons 

 

506.04 Challenged Materials. The 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 professional 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 to file his/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 placed on 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 patron 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 of the committee 

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. 

 

506.05 Overdue Library Fines and Equipment Assessments. The 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 Bible study to participate in 

church-sponsored religious education activities. The Board prohibits the college from 

offering, cosponsoring, or assisting in the development, dissemination, or teaching of 

doctrinal courses, Bible courses (or other religious writings), or any similar course unless 

the course is included in the common course library approved by the State Board of 

Community Colleges. This policy is not to be construed as any limitation on the use of 

the Bible or other religious works as a literary work or a historical narrative. This policy 

does not infringe upon the library's responsibility and freedom to acquire and provide 

materials of a religious nature consistent with the college's purpose and objectives. 

 

508. Advisory Committees 

 

The Trustees, through advisory 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 assist department chairmen or other staff in the evaluation and development 

of their curricula and courses. Committees are further designed to assist in identifying 

needed equipment, supplies, and staff development and in assisting in student placement. 

 

509. Southern 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 

the policies of the Commission on Colleges. 

 

Trustees understand and agree that the Commission on Colleges, at its discretion, may 

make known to any agency or member of the public that may request such information, 



the nature of any action, positive or negative, regarding the college's status with the 

Commission. The Trustees further agree to disclose to the Commission on Colleges any 

and all such information as the Commission may require to carry out its evaluating and 

accrediting function. 



CHAPTER VI: STUDENT AFFAIRS  

 

601. Statement of Policy: Student Advancement and Responsibility 

 

It is the policy of the Trustees of Sampson Community College to promote the total 

growth of the student through education, counseling, and activities designed to achieve 

personal growth in the individual. The Trustees recognize that academic study taken 

solely and apart from other activities may limit the achievements of the individual student 

later in life. The Trustees direct the President and his/her staff to pursue a viable student 

development program at the college with the limitations imposed by the college's 

resources and the students themselves. 

 

The Board further recognizes that students individually must assume an inherent 

responsibility for their own personal growth and conduct. Sampson Community College, 

through the personnel and resources available within the institution, should provide the 

opportunity for student growth. 

 

602. Freedom of Expression and Inquiry 

 

602.01 General. As members of the academic community, students and student 

organizations are 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. Students have an 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 Trustees or the staff shall not 

be permitted unless approved by the Dean of Student Services. Breaches of this 

policy shall be grounds for disciplinary proceedings. 

 

602.02 Freedom of Expression Within the Classroom. Students have a right to take 

reasoned exception to 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 responsibility of the instructor. Nothing in this policy should be 

interpreted as allowing any disruption in the regular academic program or 

classroom environment. 

 

602.03 Guest Speakers, Lecturers. Recognized student organization may invite 

speakers by following procedures 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 approval or endorsement of views 



expressed by either the sponsoring group or the college. 

  

602.04 Religious and Political Activities. See Chapter VII. 

 

602.05 Student Publications. Student publications and the student press are valuable 

aids in establishing and maintaining 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 the campus 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 student 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 administration of 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 canons or place the college in clear danger of legal 

action. 

 

603. Student Government Association 

 

The Trustees of the college, in accordance with NCGS 115D-12(a), recognize the "Sampson 

Community College Student Government Association" as the official student governing 

organization of the college. This association and its representatives shall, for the purpose of 

institutional governance, be recognized as the sole student organization and shall have powers 

and privileges subject to the limitations set forth below. 

 

603.01 Appropriations to an Annual Budget. The Student Government Association 

shall submit an annual line-item budget to the President through the Dean of 

Student Services on or before the first day of June detailing the anticipated 

revenues and expenditures 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 fund-raising activities 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 make appropriate modifications where they 

are deemed important. 



603.02 Transfers Within Approved Budget. The Dean of Student Services is 

authorized to make line-item transfers within the SGA activity fund upon the 

request of the SGA. Such transfers shall be brought to the attention of the Board 

of Trustees at the end of the fiscal year. 

 

603.03 Maintaining, Recording, Safeguarding of Funds. All SGA activity funds shall 

be safeguarded by the business office of the college similarly to other funds. 

 

603.04 Fund Balances. Those 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. 

 

The college's intercollegiate athletics program contributes to the personal development of the 

students and is designed to promote total growth, including academic success, and physical and 

emotional well-being. In recognizing its obligation to develop and deliver a comprehensive 

educational program, the college acknowledges that academic study taken solely and apart from 

other activities may limit the achievements of the individual student later in life. Accordingly, 

the Trustees direct the President and his/her staff to pursue a viable student development 

program, which may include intercollegiate athletics, with the limitations imposed by college 

resources and the students themselves. Ultimate responsibility for control of the athletics 

program rests with the President. 

 

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 athletic teams must 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 students.  The 

college does not provide athletic scholarships. (See student and staff handbooks for procedures.) 

 

605. Student Code of Conduct 
 

Sampson Community College reserves the right to maintain a safe and orderly educational 

environment.  Therefore, when in the judgment of College officials a studentôs conduct disrupts 

or threatens to disrupt the sanctity of the community; appropriate disciplinary action will be 

taken. All students are expected to conduct themselves in accordance with generally accepted 

standards of scholarship and morality while on campus and when attending college-sponsored 

events or field trips. The purpose of this code is not to restrict student rights but to protect the 

rights of individuals and to ensure the integrity of the institutionôs academic programs. The code 

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 

college campus. 

 605.01 Academic Misconduct Subject to Disciplinary Action.  Academic misconduct  is      



                        defined to include but is not limited to: 

1. Giving or receiving unauthorized aid (aid or material used without the 

instructorôs permission or approval) on an assignment.  Unauthorized material 

includes but is not necessarily limited to test information, research papers, 

books, periodicals, and unauthorized electronic information. 

 

2. Plagiarism as defined by the American Heritage Dictionary is ñto steal and 

use the ideas and writings of another as oneôs own.ò  Plagiarism includes not 

giving proper acknowledgment via footnote, endnote, or in-text citation.  

Quoting part of 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.) from a member of 

the College staff, faculty, or student body or any comparable violation of 

academic security. 

 

 605.02 Disciplinary Procedures for Academic Misconduct.   

Faculty members 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 incident 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 

academic misconduct depending on the nature of the offense.  Penalties include giving 

the student a grade of ñFò or zero on the assignment or a grade of ñFò in the course. 

Penalties will be included in the course syllabus. 

In the event that the student wishes to appeal 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 the entire 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 the grounds for the appeal.  The 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 appeal the division chairôs decision to an academic review committee 

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 by voting with the majority opinion prevailing.  The 

student will be notified in writing of the committeeôs finding within three (3) school 

days of the notice of the appeal. 

 

  605.03 Final Course Grade Appeals 



 

Any student who protests a final course grade shall first attempt 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 impartial manner.  Failing such resolution, the 

student may appeal the grade in accordance with the procedures outlined below.  All final 

course grade appeals must be initiated within 10 days of the distribution of final course 

grades for the academic term by the Registrar. 

 

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 division or 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, the appropriate 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 instructor(s) who 

must provide evidence in support of the assigned grade.  If the committee affirms the 

instructorôs grade assignment, the Vice President will notify in writing the faculty 

member, the student, and the appropriate department and/or division chair.  If the 

committee supports the studentôs appeal, it will (1) identify the source of the error in the 

calculation of the grade and direct the faculty member to reassign the grade and (2) 

prescribe the method and conditions under which the student will be re-evaluated.  In the 

event that the recalculation of the grade or the reevaluation of the studentôs work results 

in a grade change, the established course grade change procedure will be followed. 

 

The grade resulting from the reevaluation is final unless amended 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. 

 

 605.04 Other 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 

Collegeôs documents or instruments of identification without the Collegeôs 

permission. 

2. Theft of, misuse of, or 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 into a College 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 College campus or at College-sponsored or College supervised 

functions off campus or in College-owned vehicles. 
5. Possession, use or distribution of any illegal drugs, except as expressly 

permitted by law.  Any influence that may be attributed to the use of drugs or 

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 College-approved activity.  This also includes 

unauthorized use of any instrument designed to inflict serious bodily injury 

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 College-sponsored or College-supervised functions, 

including verbal or physical actions that threaten or endanger the health or 

safety of any such persons or that promote hatred or racial prejudice. 

Violation of College regulations regarding the operation and parking of 

motor vehicles. 

9. Setting off a fire alarm or using or tampering with any fire safety equipment, 

except with reasonable belief in the need 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, administration or 

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 or causes 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 scene of such 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. Unauthorized use, or misuse, of the Collegeôs computing resources 

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 account owner. 

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 of other forms of tobacco products, in classrooms, shops, 

labs or any unauthorized areas. 

15. Fiscal irresponsibility such as failure to pay College-levied fines, failure to 

repay College-funded 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 period of probation, suspension or expulsion. 

 

 605.05 Disciplinary 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 

accuracy 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 misconduct threatens the health or well-being 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 advise them that 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 administrative officer 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 Clinton Police 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 orderly procedure 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 faculty, staff, student, 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: 

 

1. Names of the party(s) involved. 

2. Alleged violation of the Code of Conduct. 

3. Time, place, and date of incident. 

4. Names of person(s) directly involved or witnesses to the infractions. 

5. Any action taken that relates to the matter. 



 

The form must be signed by the charging party. The completed 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 within five (5) school days after 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 well-being of the campus community. The Dean will 

schedule a meeting with 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 letter to the studentôs last known address providing a list of the charges, 

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. 

 

 605.06 Non-Academic Sanctions 

 

1. Counseling Intervention/Reprimand:  The student will receive counseling and 

verbal or written communication that gives official notice that any 

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 further 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 studentôs attendance. 

2. Restrictive Probation: Restrictive probation results in the loss of good 

standing and becomes a matter of record.  Restrictive conditions may limit 

the studentôs activity within the College community.  Generally, the student 

will not be eligible for initiation into any local, state, or national organization 

and may not receive any 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. (An academic 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 year.  This 

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 Student 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 distance education 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 sentence, the 

groupôs affiliation with the College may be revoked or activities restricted. 

 

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 students. 

2. Financial Obligation:  The College has the right to withhold 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 weapons on 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 officials.  Violation 

constitutes a felony. 

 

606 Grievance Procedures 

 

 606.01 Appeal of Non-Academic Sanctions 

 

A student who disagrees with the imposed sanction may request a hearing before 

the Student Affairs Committee.  The student must provide a written notice 

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 nature 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 or imminent threat to the safety and well-being 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. 

 

606.02 Appeals to the President 

 

 Students who wish to appeal any academic and non-academic sanctions must 

submit a written notice of their appeal to the President within three (3) school 

days from the date of the written decision of the findings of the appropriate 

appeals committee.  The decision of the President will be presented to the 



student via certified letter within five (5) school days.  Students may appeal the 

finding of the President to the Board of Trustees as described below. 

 

606.03 Appeals to the Board of Trustees 

 

 If an Appeal to the President 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 Trustees within three (3) school days after notification of the rendering of the 

decision of the President.  The Notice of Appeal shall contain the following: 

 

1. The words ñAn Appeal to the Board of Trustees of Sampson Community 
Collegeò as its title. 

2. A statement of the decision of the administration from which the appeal is  taken. 

3. The particular area or areas of disagreement with the administrationôs 

decision. 

4. The appellantôs allegation of facts to support the relief, solution, or remedy 
sought. 

5. The relief, solution, or remedy sought. 

6. The names and addresses of witnesses to be called by the appellant(s) at the 

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 signature(s). 

 

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 least three 

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 the 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 pre-hearing 

conference.  Both the appellant(s) and the administration of the College must be 

represented at the conference and must be given at least three business daysô 

notice of the conference.  At this conference he will set a time and place of the 



hearing and notify the parties verbally; determine if a transcript or audio-visual 

tape recording of the hearing will be made and notify the parties of his 

determination; obtain from the 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 appellantôs behalf throughout the appeal.  The appellant will be responsible 

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 counsel, any 

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 

testimony 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 counsel involved 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 of the Hearing 

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 witnesses may be questioned by the Hearing Committee 

members, the appellant(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 Committee 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 witnesses may be questioned in accordance 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 (10) business days 

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 will then 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.  During these 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 in the 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 is merited 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 in its sole 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 the time 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 the Pre-Hearing Conference, or otherwise to 

proceed under this appeal procedures, then the last substantive 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) at his or their address(es) of record by U.S. Postal Service first-class 

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 address of 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 and notice of documents. 

 

Definition of Business Day 

 

Business Day is defined as any day the College is open to do business. 

 

 606.04 Sexual 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 a 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 policy will 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. submission to such conduct is made either explicitly or 

implicitly a term or condition of an individualôs employment or 

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 

individualôs performance or creating an intimidating, hostile or 

offensive environment and is not protected by free speech under 

the First Amendment to the Constitution. 

 

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 individualôs work/learning effectiveness.  Sexual harassment may take 

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/ 

discriminating/stereotypical words; comments directed primarily at 

oneôs gender. 

 

Nonverbal Sexually suggestive objects or pictures, graphic commentaries, 

suggestive or insulting sounds, leering, whistling, obscene 

gestures. 

 

Physical Unwanted physical contact including touching, pinching, brushing the 

body, pushing. 

 

Sexual harassment can apply to people of the same gender, not just male/female 

interactions.  Whatever form it takes, sexual harassment is insulting and  

demeaning to the recipient, and will not be tolerated 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 appropriate measures 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 appoint two or more sexual harassment officers (hereafter 

termed ñgrievance officersò) whose duty is to receive complaints in an informal 

manner.  The names of the grievance officers are posted annually on the official 

bulletin board of the College (located at the 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 a 

supervisor, a co-worker, 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 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 either of the grievance officers so 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 a need-to-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 any employee for 

complaining 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 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 

appropriate corrective action has been taken may appeal the Collegeôs action to 

the Collegeôs Board of Trustees as set forth in Chapter VIII of the Board Manual.  

Also, the person or persons against whom the complaint was made may appeal to 

the Board of Trustees as set forth in Chapter VIII.  The Board Manual may be 

found in the College library. 

 

Sexual Harassment Grievance Officers 

 

Dean of Student Services 

Division Chair-Business and Public Service Programs 

Counselor, Student  Services 

 

If none of these grievances officers are 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 

 

Prohibited 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 withholding of rewards  

     for refusing to grant sexual favors 

    *  Graphic comments about an individualôs body or dress 

    *  Sexually degrading names 

    *  Teasing a person about their sexual orientation 

 

When reporting an incident, it is helpful to provide as much 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 

 

Do not take sexual 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 

 

 607.01 Statement of Policy.  

 

Sampson Community College recognizes its responsibility for the maintenance 

and safety of student educational records and has established policies and 

procedures concerning student educational records. 

 

The parents of students or eligible students attending the 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 includes information 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. 

 

607.02 Student 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 of an 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 from the indiscriminate disclosure of information by 

college officials and at the same time to accord parents of students and studentsô 

access to the educational records of that student. 

 

3. The term "educational records" includes those records which are directly 

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 educational 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 maintained 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 apply to an 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 specifically requested 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. 

 

 607.03 Right to Review and Inspect Educational Records. 

 

1. Sampson Community 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 period of time 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 interpretations 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 or court order governing such matters as 

divorce, separation, or custody which provides to the contrary. 

 

607.04 Educational Right to Privacy Act.  

 

The following records are not open to student inspection as set forth under Section 438 of 

the Family Educational Rights 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 student prior to 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 for the purpose 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. Admission to 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. 

 

607.05 Right of Hearing for Purpose 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 seek relief through a 

hearing process. 

 

1. Such a hearing must be within 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 decision of the 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. 

 

607.06 Waiver of Rights.  

 

The parents of the student or the eligible student may at any time sign a waiver negating 

and making void any rights to which he is entitled through this policy or through the 

Family Educational Rights Privacy Act. 

607.07 Personnel Authorized Access to Educational Records.  

 

The registrar is responsible for the safeguarding of educational records and the 

information therein. Employees who maintain student records and individual student 

advisors and/or individual student department chairmen will be authorized to access 




