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NOTICE

This handbook is designed to provide information about benefits, policies, and procedures that apply primarily to
full-time employees of Southside Virgintommurity College It does not create any employee rights or benefits.

This handbook is not a contract, nor is it an invitation to contract.
The rights or benefits of employees are set forth in the state Policies and Procedures Manual administered by the
Depatment ofHuman Resource Managem¢bBHRM) for classified employees. The rights or benefits of faculty

rank employees are set forth in the VirgiflammunityCollegeSy st e més Pol i cy Manual

The DHRM policies are available on Websitgtp://www.dpt.state.va.ushd the VCCS personnel polisiare

available on the Websitevww.vccs.edu/admin/Human_Resources/ind&ther Websites are availabler freview

as follows:

Virginia Retirement System http://www.state.va.us/vrs/vrs.htm

Southside VirginisCommunityCollege  http://www.sv.vccs.edu

Virginia State Government http://www.virginia.gov

The official policies, some of which are discussed in this handbook, are subject to change at any time. In the event
the policies discussed in this handbook differ frompbkcies and procedures contained in tHéRM and VCCS

manuals (available on Website), the appropriate manual governs.
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LEGAL BASIS

The 1966 General Assembly of Virginia passed legislation which created the VEgimimmunityCollege

System (See State Policy Manual, Section 1 for enabling legislation). The State B&wthfounity

Collegss is responsible for the establishment, control, administration, and supervision ofGbmgRinity
Colleges in the state. The Chancellor of thegihia CommunityCollegeSystem serves as chief

administrative officer for the system and secretary to the board. Each local institution has a local advisory
board. Information concerning the responsibility and authority of these various groups roegtbd in

the State Policy Manual, Section 2 and the Southside Vir@iarmamunityCollegeAdvisory Board

Policies and Procedures Manual.

MISSION STATEMENT
Southside VirginilCommunityCollegeis dedicated to the belief that all citizens should bergan

opportunity to acquire an education foundation that develops and extends their skills and knowledge. The
Co | | gaplesdosprovide diverse instructional programs ranging from developmental studies to
Associate Degree curricula in academic, tecalWocational, lifelong education, and workforce

development. Through various activities, to include distance learning, students will also have the

opportunity to develop their roles and responsibilities as participants in a changing society.

PURPOSES AND PROGRAMS OF SVCC
The Collegeis devoted to serving the educational needs of the service area and assumes a responsibility for

helping meet the requirements for a trained work force in the region through a cooperative effort with local

industry, bisiness, professions, and government.

Educational and cultural opportunities are provided for youths and adults, including quality instructional
programs that range from developmental studies to associate degree curricula. A guidance and counseling
program, along with a number of other student services, is provided to help individuals make sound

decisions regarding choice of occupation and personal educational goals.

ORGANIZATIONAL CHART
See Exhibitl.

POSITION DESCRIPTIONS
PRESIDENT
The Pregient is the chief executive of tléollegeand is responsible directly to the Chancetibthe
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Virginia CommunityCollegeSystem. Responsibilities include organizing and operatinGdmemunity
Collegein accordance with the policies, procedures, andlagigns of the State Board f@ommunity
Colleges, the VirginiaCommunityCollegeSystem, and th€ommunityCollegeBoard. The
responsibilities of the President shall include the following:
A Organizing and operating tli@ommunityCollegein accordance wh the policies,
procedures, and regulations of the State Board fo€tdmmunityColleges, the Virginia
CommunityCollegeSystem, and th€ommunityCollegeBoard.

A Serving as secretary to t®mmunityCollegeBoard.
A Providing leadership and supervisiom fbe totalCommunityCollegeprogram including
the following:

Instructional program of occupation/technical education, liberal arts and sciences, general
education, adult education, preparatory foundations program, special training programs,
andcommunityservices

Student services, including guidance and counseling

Budgeting and other financial operations

Campus development, including site and facilities

Research and reports

Staff recruitment and development

A Representing th€ollegeat appropriate localtate, and national events.

A Developing effective regional amdmmunityrelations with other organizations and
individuals.

A Maintaining professional activities for salevelopment and for educational leadership of

the Collegestaff.

A Serving as exfficio member of allCommunityCollegeBoard activities.
The Coll ege President is responsible for the col
Contingency Planning and Business Recovery Progr

veasion 1.0.

CAMPUS PROVOST

The Campus Provost reports to the President and serves as the chief administrator of a campus of a
multi-campusCollege The position has direct supervision and leadership of campus functions and
coordination ofCollegewide functions and is responsible for the development of the campus

budget. The responsibilities of the Campus Provost shall include the following:

A Serves as primary facilitator for coordination of@tlllegeprograms.

4 09/08
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Provides supervision, evaluation, anddesship of the instructional program.

Provides supervision and leadership of the student services program.

Provides supervision and leadership for the learning resources.

Provides supervision and leadership for the continuing education program of aradit, n
credit, andCommunityservice to théeanof Continuing Education, and appropriate-off
campus sites.

Develops and administers the campus budget.

Serves on appropriat@ollegecommittees and chairs the campus council.

Coordinates the development of tass schedule.

Participates in appropriate professional development activities.

Assists in the identification of alternate sources of funds.

Assists in selection, evaluation, promotion, and dismissal of approfaditge

personnel.

Assigns and scheduleppropriate classroom and office space.

Assists in the identification and implementation of appropriate staff development
activities.

Assists in implementing @ollegewide student recruitment program.

Develops, supervises, and evaluates academic auigeservices.

Coordinates use of curriculum advisory committees.

Assigns campus personnel to effectively meet the goals and objectives of the campus and
the College

Prepares, or causes to be prepared, reports, studies, and evaluations of campus programs
or activities.

Works and cooperates with tRmllegewide services offices and the other campus.
Assists the President in relating the instructional and student services programs of the
Collegeto business, industry and public agencies of the area.

Assistsin developing effectiv€€ommunityrelations and public information efforts.
Provides for compliance witGollegeand state policies, regulations, procedures, and
guidelines which relate to the operation of the campus anddtege

Provides leadershimithe development of loagainge goals and objectives for
instructional and student services program.

Coordinates the activities of campus personnel so that all instructional programs and
services are an integral unit.

Handles student disciplinary matters.
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A

Performs other duties as assigned by the President.

The Campus Provost is responsible for the IT Security Role of System Owner as specified in the COV ITRM
SEC 50101 Security Standard.

VICE PRESIDENT OFFINANCE AND ADMINISTRATION

The VicePresidenbdf Finance and Administration reports to the President and serves as the chief

business officer for th€ollege The responsibilities of theéice Presidenbf Finance and

Administration shall include the following:

A
A
A

To o Io I

)

To o o o Po Io Io Do

Prepares capital, maintenance and opegatnd local funds budgets.

Provides timely budget status reports to approp@Gatéegepersonnel.

Maintains accounting records in conformance with state and department accounting
procedures.

Administers and disburses all grant funds, including studeanéiial aid programs in
accordance with pertinent regulations.

Assists in the coordination of institutional compliance with pertinent state and federal
regulations, such as those governing employee health and safety, and equal employment
opportunities, etc

Provides personnel services supportGotlegeemployees.

Contracts for services to ti@pllegeand enforces provisions of service contracts.
Provides for the purchase @bllegesupplies and equipment.

Maintains a master inventory of all facilities aeguipment and provides means for
controlling and recording all transfers of inventory items.

Maintains a system of records management and retirement according to State Library
guidelines and supervises the duplication and/or destruction of outdatedsrecord
Coordinates and monitors construction projects.

Maintains appropriate personnel files on employees o€tikege

Supervises th€ollegebookstore operations.

Provides for the maintenance of physical plants and equipment.

Provides for the developmeand maintenance @ollegegrounds.

Oversees the safety and security programs fo€tikge

Serves as th€ollegeaffirmative action officer for planning and program development.

Performs other duties as may be assigned by the President.
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The Vice Presient of Finance and Administration is responsible for the IT Security Role of System Owner
as specified in the COV ITRM SEC 501 Security Standard.

VICE PRESIDENT OFGRANTS AND ADULT EDUCATION

The Vice President dérants and Adult Educatioreports tahe President and his/her

responsibilities shall include the following:

A
A

To o Do I

P

Identifies potential sources of federal, state, and other such funds.

Writes grant applications for various state and federal funding grants and assists faculty
and administrators ipreparing grant applications.

Assists in the administration of various federal and state funded projects.

Interprets federal application requirements and procedures to faculty and administrators.
Coordinates grants fiscal records maintenance and repuwitimghe business office.
Prepares proposals, rough drafts, and/or background information for use by
administrators.

Supervises the MiddIl€ollegeon both the Daniel Campus in Keysville and the Southern
Virginia Higher Education Center in South Boston amndrsees the MiddI€ollegeon

the Christanna Campus in Alberta.

Responsible for coordinating the writing and submission of both In School Youth and
Out of School Youth applications for funding from the Local Workforce Investment
Board.

Supervises the 18chool Youth Program for tHeollege

Responsible for all of the fiscal oversight and maintenance of the budget for the Middle
College In School Youth Program, and Out of School Youth Program.

Serves as the Chief Information Officer (CIO) for ellege

Responsible for the development and administration o€tikegeContingency Planning
and Business Recovery Program as well astbel | écpkelosecurity architecture.
Responsible for ensuring that &lbllegetechnology infrastructure meets publed

VCCS Guidelines and includes: campus infrastrucOadiegenetwork contingency

plan, desktop workstations, directory services, domain name services, electronic mail
transport system, information systems and applications, IP telephone system,
telecanmunications cabling and electronics, personnel security guidelines, PeopleSoft
requirements, VCCS IP networking and video conferencing

Responsible for ensuring that the College meets all VCCS standards including SIS

security standard, personnel secusitgndard, and information security standard.
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A Responsible for ensuring that all VCCS acceptable use agreements are in place and
current.

A Responsible for preparation of annual College Technology Plan.

A Responsible for the development and implementation oftilege security awareness
training.

A Responsible for preparing the College technology budget and for managing all

technology funds so as to stay within budgetary guidelines.

Responsible for preparing the annual ETF spending plan for the College.
Serves athe College representative to the VCCS Technology Council.
Responsible for the development and oversight of the College Help Desk.

Responsible for the oversight of the College web site.

To Do Do o I

Responsible for coordinating with College counselors the annualagjeadssessment

testing, collection and analysis of results.

™

Responsible for the collection and analysis of annual College program reports.

™

Responsible for preparing an annual report comparing the grade distribution of inmate
student and ceampus students.

Responsible for the oversight of cyber course student evaluations.

Responsible for preparing all IT reports and surveys for the VCCS.

Serves on appropriate College Committees.

To o o I

Other duties as assigned.

The Vice President of grants and Adult Educatioregponsible for the IT Security Role of System Owner
as specified in the COV ITRM SEC 501 Security Standard.

VICE PRESIDENT FOR WORKFORCE DEVELOPMENT AND CONTINUING EDUCATION

The Vice President for Workforce Development and Continuing Education seficettly to the President

and is a highly visible and responsible administrative position, providing cellielge  leadership,

direction, and management of t he e@udtidnefioesdand affo r k f

campus centers. Thed/ie Pr esi dent ser ves busigsesst amdkindGstry dordagteaid
is key to the growth and economicwblle i ng of tsdivice @em.l Dutigs oftlse Vice President

include, but are not limited to:

. Serving on t hend@éthemrapprodriate codmnsitte&st peoviding iaput on the
strategic direction of the College;

8
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Assessing the instructional and training needs of area businesses, industries, and

government agencies through personal contact, formal needs assessmemtrand ot

appropriate means;

Developing and delivering credit and roredit instructional and training programs to
meet identified needs;

Collaborating with other offices of the College to meet area demands for workforce
training and continuing educati services;

Promoting the College and the use of the its facilities and services within the service
region;

Managing and coordinating operations for-adfmpus centers in collaboration with
appropriate Provosts, Vice Presidents, Deans and Directors;

Directing procedures for student registration appropriate to the various workforce and
continuing education programs and activities;

Representing the College on matters of regional economic development activities,
including establishing and mainténg working relationships with regional and state
economic development offices and personnel;

Working with the Virginia Community College System Office of Workforce
Development Services in advancing the economic development vision of the
Commonwealth of Virginia,;

Responding to the cultural and historical
appropriate courses, programs, workshops, and other activities as may be appropriate;
Assigning and directing workforce development and continuingaibn

administrators, faculty, and staff, and evaluating the effectiveness of personnel,
programs, and operations, including thoseelated to offcampus centers, inmate
education, and Career Pathways programs;

Conducting recruitment, selectipand orientation of workforce development and
continuing education administrators, faculty, and staff;

Managing appropriate budgets and state reporting responsibilities;

Demonstrating effective management and leadership abilities in carrying ouneaissig
requirements; and

Assuming other duties as assigned by the President.
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DEAN OF ENROLLMENT MANAGEMENT

The Dean of Enrollment Management reports to the President and his/her responsibilities include

the following:

Develops and coordinatesCallegewide student marketing plan and enrollment
management program.

Coordinates the development and implementation of admissions and records policies,
procedures and programs.

Develops and supervisestBeo | | € g@édaci al aid and veteran
persanel.

Coordinates the maintenance of appropriate financial aid records with the Vice President
of Finance and Administration.

Assists in preparing catalog information, enroliment management material on the SVCC
website and other material including publioas relating to counseling, placement and
admissions.

Serves on appropriat@ollegecommittees.

Ensures that there is compliance with cam@udlege and state polices, regulations
procedures and guidelines which relate to the student enroliment opexitie

campuses and theollege

Maintains inventory of alCollegepublications (catalogues, brochures, etc.) and
coordinates a timely update and reprint schedule with the Public Relations Coordinator.
ProvidesCollegewide supervision of the admissioasd records operation and for
admissions and records staff campusegas well as the Institutional Research

Coordinator and the PeopleSoft Administrator.

Approves admission to theollegeand its programs

Disseminates pr€ollegeinformation, including railings and it responsible for all
admissions correspondence.

Coordinates and supervises day and evening registration for classaspuas and

assists other departments with off campus registration.

Provides information on academic regulations and chaisslemic Review Committee.
EvaluateCollegetranscripts in consultation with appropriate instructional personnel.
Responsible for validation of faculty and provost graduation certification.

Decides Virginia Domiciliary questions at Level Two.

Coordinateghe scheduling of registration and grade reporting with the Provosts.
Responsible for budget request, budget administration, and inventory for Admissions and

10
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Records, Financial Aid, and Institutional Research.
. Supervises the storage, maintenance, andisgofistudent records of credit and non
credit work and implements the State records management system with respect to student

records.
. Maintains permanent student records and forwards official transcripts.
. CoordinategCollegeDay/Night activities sponsed by theCollege
. Completes attendance reports, writes requested recommendations for transfer students,

and handles student certification requests, Senior Citizens Act Applicants, Insurance
forms, Issuanceof2 0 6 s, et c.
. Designs and conducts need assesgratudies an@ommunityimpact studies for use in

evaluation and planning.

. Maintains data needed to assist in curriculum evaluation and planning efforts.
. CoordinategCollegeinstitutional research, data collection, and report functions.
. Conducts studeribllow-up studies, retention studies, and other research fonuse i

evaluation and planning.

. Performs other duties as assigned by the President.

The Dean of Enrollment Management is responsible for the IT Security Roles of System Owner and Data
Owner as pecified in the COV ITRM SEC 501 Security Standard.

DEAN OF INFORMATION TECHNOLOGY AND LEARNING RESOURCE SERVICES

The Dean of Information Technology and Learning Resource serves as chief Information Technology (IT)

and Learning Resource Service (LR$)0oi cer and provided | eadership f
planning, development, acquisition, implementation, and support services.

e Manages the college wide technology, distance education, and instructional support environments,
including the college wepresence, compressed video services, audiovisual services, testing
services, and other services as appropriate.

e Supports college technology staff by ensuring adherence to minimum quality standards for on
going network operability, equipment installatiamdarepair, database and application server
operation, integration of voice/data/video networks, software installation and debugging, routine
job processing, technology staff training, distance education andieskfunctions.

e Works with administrative aff and faculty to develop LRS, IT, and Distance Educations agendas,
and provide aggressive leadership to support faculty and staff technology application development

that identities and integrates new technologies into the educational and administtatitiesaof

11
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the college.
e Manages existing college information systems and actively supports the conversion to new client
server models.
e Prepares and manages the college technology plan and administers IT and LRS budgets.
e Directs the establishment, mainégice, and communication of IT and LRS and procedures.
e Oversees IT and LRS audits and reports; prepares audit responses.
e Coordinates college wide responses to VCCS technology initiatives such as SIS and AIS
conversion and vendor certification training.
e Paricipates in various college, VCCS, state and national task forces, and committees involved
with LRS and IT planning and implementation.
e Supervises and evaluates all IT and LRS staff and IT services, providing for professional
development of all staff.
e Seres as a member of Presidentdés staff and rep
assigned.
The Dean of Information Technology and Learning Resource Services is responsible for the IT Security
Roles of System Owner and Data Owner as specifiteei€OV ITRM SEC 5001 Security Standard.

DEAN OF INSTITUTIONAL ADVANCEMENT

The Dean of Institutional Advancement serves as the Chief Development Officer. Works directly

with theCollegeBoard, the Foundation Board, t@ellegePresident and the Presicht 6 s St af f
determine resource needs for the institution and implements a plan to secure resources for needs
not satisfied by the Commonwealth. The Dean cultivates and solicits donors and prospects. The
Dean of Institutional Advancement plans and exesgapital campaigns, maintains

comprehensive donor/prospect records and serves as the Executive Director and Chief
Administrative Officer of the Southside VirginGommunityCollegeFoundation, Inc.

The Dean of Institutional Advancement serves as Chadf Sfficer of the board of Directors of
Southside VirginilCommunityCollegeFoundation, Inc. and performs duties as assigned to

include:

A Soliciting resources as deemed appropriate by the Southside Vi@ginienunity
CollegeFoundation Board of Directsr Major duties would be solicitation of funds from

individuals and corporations.

A Foster good relations internally and externally using good interpersonal skills.
A Planning and implementing of meetings and agenda for the Board and its committees.
12
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A Planning,coordinating, and managing fumdising campaigns to include annual, special,

and capital programs.

A Conducting prospect research and maintaining a library of resource materials.

A Training staff and volunteers.

A Preparing case statements.

A Preparing and imptaenting the budget.

A Establishing and maintaining a positive working relationship witrCibkkegeaccounting
office.

A Soliciting scholarship support from ngqublic sources.

A Serving as exfficio member of the Student Financial Aid Committee.

A Maintainingcomprehensive records of contributions received frommaislic sources.

A Developing and maintaining an active and supportive alumni organization and programs.

A Coordinating special projects as assigned bytiesidentdevelop presentations,
speeches, etc.

A Performing other duties as assigned by the President.

The Dean of Institutional Advancement is responsible for the IT Security Roles of System Owner and Data
Owner as specified in the COV ITRM SEC-BQ1Security Standard.

DEAN OF INSTRUCTON

TheDean of Instructiomeports directly to the Cgpuis Provost and administers thetructional

programs of a particular campus. The responsibilities db#an of Instructioshall include the

following:

A Directly supervises and formally evaluatéiSaculty assigned to the division for day and
evening instruction.

A Recommends personnel actions to the Provost, which includes employment, promotions,

salary increments, and dismissal of both-futle and partime personnel assigned to the

division.
A Recommends to the Provost divisional course offerings for each semester.
A Coordinates programs and course offerings with dileems of InstructiorDeansof

Work Force Development and Continuing Education to insure effective utilization of
Collegeresourcs.
A Develops and supervises an annual divisional budget and is responsible for an inventory

of all equipment assigned to the division.

13
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A Recommends to the Provd@3tirriculumadditions, deletions, or changes.
A Gives initial approval of textbook adoptions, faguravel, and the expenditures of
divisional funds for supplies and equipment.

A Assists theCollegelnformation Officer in publicizing courses, programs, etc.

A Makes teaching assignments of instructional faculty members in the division.

A Assists in the implmentation of a recruitment program to promote enroliment in
curriculums and courses.

A Provides for compliance witBollegeand state policies, regulations, and procedures.

A Assists in the development and supervision of academic advisement services.

A Assists n evaluation of transcripts for students.

A Assists in the utilization of curriculum advisory committees.

A Serves on and provides staff support for approp@atléegecommittees.

A Assists in the development and implementation of carijased cultural activiss,
recreational activities, and lecture series which are a part of the c&opusunity
services program.

A Assists in the development of courses, programs, and services in cooperation with the
other campus.

A Works on developing instructional articulatiorregments with local school districts.

A Directs or otherwise assists in the management of various grants.

A Responds to requests for information or help from within the VCCS and from
professional organizations outside the VCCS.

A Performs other duties as assidr®y the Provost.

The Dean of Instruction is responsible for the IT Security Roles of System Owner and Data Owner as
specified in the COV ITRM SEC 501 Security Standard.

DEAN OF PLANNING AND INSTITUTIONAL EFFECTIVENESS

The Dean of Planning and Institonal Effectiveness leads all college strategic planning,

institutional effectiveness, and research activities. The position develops data systems to collect, analyze,
and share information for the purposes of supporting evaluation, planning, acdadyntatd management
deci si ons. This position will report to the Pre

Strategic Planning:

. Oversees college wide planning efforts
. With the college Planning Committee as staff, directs the development of thalugey
14
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and annual college plan insuring that goals and evaluation criteria that result from a
culture of evidence

. Monitors the implementation of the lomgnge and annual plans. Maintainstafate
records of the progress made in meeting each of the gotils plan.

Institutional Effectiveness

) Responsible for the development and implementation of an effective college assessment
program. Works collaboratively with department heads/program heads in developing
continuous improvement based upon data colieicte¢he program.

. Provides leadership in the development of an assessment protocol by directing the
assessment process, ensuring that all college personnel involved are aware of

requirements and timetables for instituand program outcomes.

. Provides in-service training to individuals with responsibility for any aspect of the
process.
. Provides technical assistance to faculty and staff in identifying, planning and initiating

surveys and studies relevant to instruction and college operations.

. Acts as SACSOC Liaison.
Research
. Establishes and directs the operation of a research function ensuring data quality and

accuracy for reporting and analysis. This would include but not be limited to:
1. A fact-book containing college data in support of planning guaahts
development. Collect (and/or pursue) statistical information concerning demographics
and college programs as needed.
2. College reaccreditation reports, data and files
3. Information about manpower, demographic, and economic trends about the
Souttside Virginia Planning Region

. Directs and/or completes all VCCS, State Council of Higher Education, and state and
federal reporting requests.

. Ensures compliance with state and federal reporting requirements.

) Prepares research findings in the form of repadsearch briefs, newsletter memoranda,
and other communications.

. Other duties as assigned.

The Dean of Planning and Institutional Effectiveness is responsible for the IT Security Role of System
Owner as specified in the COV ITRM SEC-BQ1Security Stadard.

15
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DIRECTOR OF COMMUNITY COLLEGE PROGRAMS
The Director of Community College Programs at the Southern Virginia Higher Education Center

(SVHED) in South Boston reports directly to the Southside Virginia Community College John H. Daniel
CampusProvost and to the Danville Community College Vice President of Academic and Student
Services. The responsibilities of the Director shall include the following:

. Coordinating community college programs offered at the SVHED in South Boston

. Developing, impémenting and evaluating the delivery of instructional programs

. Assisting in the employment, assignment and evaluation of faculty for community
college programs

. Recommending of personnel actions to the Provost/Vice President

. Directly supervising staffor community college programs

. Coordination of planning, scheduling, testing and course registration for community

college programs at the SVHED
. Representing community colleges with various community groups and area agencies
. Coordinating community ctidge financial aid, student services and marketing functions
for thecolleges

. Developing and managing an annual budget
. Other duties as assigned by the Provost/Vice President

The Director of Community College Programs at the Southern Virginia Higtecation Center
in South Boston is responsible for the IT Security Roles of Data Owner as specified in the COV
ITRM SEC 50901 Security Standard.

DIRECTOROF COUNSELING

The Directorof Counseling is in charge of ti8tudent Developmemepartmentand is

responsible to the Provost. TB&ectorof Counseling has the following responsibilities:

A Administering the counseling services and coordinating the program with the other
functions of theCollege

A Assuming responsibility for hiring, assigningjemting, supervising, and evaluating
members of the counseling staff. Providings@rvice training as appropriate.

A Keeping the Provost informed on all matters pertinent to the atad#nidevelopment

A Providing leadership, assistance, and supervisidhe regular and innovative programs

of the area o$tudent service§.e., personal, educational, transfer, and vocational
counseling; test administration, admission, student activities, continuous alert; and

Freshman Orientation).
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A Developing the goaland objectives of thBtudentDevelopmenDepartment. Meeting
and working with committees, faculty, and administration in order to carry out the goals
and objectives of th8tudentDevelopmenDepartment and th€ollege

A Developing and managing tistudent DevelopmenDepartment budget.

A Attending pertinent local, state, and national conferences to learn about innovations

within the area of counseling and to keep abreast of developments within the profession.

A Coordinating the placement of studentsppr@priate courses and curricula.

A Coordinating counseling with the system of academic advising.

A Evaluating the counseling services provided and making recommendations for their
improvement.

A Christanna Campus Director is responsible for the Bridges LepRrimgram.

A Presenting workshops on topics related to student growth and development.

A Preparing studies, research, and evaluations that provide data on student behavior.

A Coordinating, scheduling and supervising, as well as periodic instructidb\bofl80
and other student services related courses.

A Providing input to the development of policies and procedures which may affect
students.

A Maintaining a liaison with student development staff on both campuses to provide
continuity in student development serviedsheCollegelevel.

A Interfacing with theCollegerecruitment program.

A Maintaining and enlarging occupational, educational, career planning and related
resources.

A Performing other duties as assigned by the Provost.

The Director of Counseling is respgihle for the IT Security Role of Data Owner as specified in the COV
ITRM SEC 50901 Security Standard.

COUNSELOR
The Counselor reports directly to the Director of Counseling and performs, or causes to be performed, the
following functions:
e Provides couraling to students both on or efmpus in developing more adaptive and
constructive behavior patterns, learning decision making skills and assisting in the setting and
attaining of personal, educational and vocational goals.

e Assist securing occupation&ducational, transfer, career planning and related resources.

17
Rev. 07/08




SVCC Faculty/Staff Handbook

e Administers and interprets appropriate inventories as needed.

e Assist with new student orientation days each semester.

e Teaches sections of the student success course, STD 100 and other studestrstated
courses.

e Assist in the administration of college placement tests.

e Interview students who apply for admission as regular students and makes appropriate program
and course placement judgments.

e Cooperates with faculty, especially through thettwous Alert System, to identify people who
need special assistance and initiate remedial solutions.

e Serves on college and campus committees as assigned by the President and Provost.

e Provides input to the development of policies and procedures whiclaffeay students.

e Assistin recruitment programs.

e Participates in regional community college counselor activities and professional organizations on
the local, state, and national levels.

e Provides information on local, state and federal job opportunities.

e Presents workshops on topics related to student growth and development.

e Assists with dual enroliment registration as required.

e Performs other duties as assigned by the Director of Counseling.

DIRECTOROF FINANCIAL AID

The Directorof Financial Aid repos directly to theDean of Enrollment Managementhe

Directorof FinancialAid shall have the following responsibilities:

A Prepare€ollegewide institutional applications and reports for federal and state
programs which include the Application for Funaeld&iscal Operations Report, the
Financial Aid Reporting System Data Rep@tllegeScholarship Assistance Program
Reports, and any other reports related to the programs administered.

A Supervises and delegates work and duties to the Christanna Cannplimént &

Student Services Coordinator and assigns work to the Daniel Campus Program Support
Technician in the Financial Aid Office.

A Reviews, evaluates, and awards student financial aid applications for federally funded
programs on the Daniel Campus: IR&tant, Federal Supplemental Educational
Opportunity Grant, and Federal We8tudy Program; reviews, evaluates, and awards
student financial aid applications for state and local funded programs on the Daniel
CampusCollegeScholarship Assistance Progra*GAP/COMA/PTAP Grants, SVCC
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™

GAMA Scholarship and other scholarships.

Maintains financial aid records on the Daniel Campus for students applying for federal,
state, institutional, and private funds which include files, MasterCard, satisfactory
progress reords, and certifies this file information to other agencies at the student's
requests.

Disseminates information on all financial aid and veterans programs to individuals,
studentsCommunitygroups, prisons, area high schools, veterans and prospective
Studentsthrough workshops, news releases, radio spots, consumer bulletins and
brochures, personal visits, telephone contacts and mail correspondence for the Daniel
campus.

Prepares budgets, assesses needs, and makes awards to Daniel Campus students upon
reviewing applications and completing verification requirements.

Assists Daniel Campus veterans and prospective veterans by disseminating information,
assisting in applying for benefits, certifying enrollment and attendance and completing
VCIP Fund Applicatio and Performance Report. Supervises Veteran's \Stutty

students.

Attends variousystemsregional, and state financial aid meetings.

Performs other duties as assigned byllkan of Enroliment Management.

The Director of Financial Aid is responsitiier the IT Security Role of Data Owner as specified in the
COV ITRM SEC 5001 Security Standard.

DIRECTOR OFCONTINUING EDUCATION AND WORKFORCE DEVELOPMENT

Under the general supervision of tiee President of Workforce Development and Continuing Educat

the Director ofContinuing Education and/orkforce Development is responsible &@veloping and

administering instructional programs and services in the community served by the College. The duties of

the Director ofContinuing Education and/orkforce Development shall include the following:

A

A

Assesses community needs in terms of potential success of College outreach services in
cooperation with the Office of Institutional Research.

Develops, implements and evaluates the delivery of workforce devethbame

continuing education services.

Organizes and implements @fdmpus services including arranging for facilities,

publicity, staffing, supervision, funding and registration for a defined segment of the

college service area.
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A

P

Coordinates oftampus planing, scheduling and registration with other workforce
development and continuing education personnel and college administrators.

Assists in the employment, assignment and evaluation of faculty and staff for Workforce
Development and Continuing Educati@nsaces.

Evaluates and makes appropriate recommendations foaofpus services.

Coordinatesoft ampus <credit i nstr ucetiicommunii t h t he
services program.

Prepares reports concerning workforce development and continuing Edyoatgyrams

and services.

Assists in the development and distribution of a schedule of workforce development and
continuing education activities.

Serves as a liaison for the college with agencies and groups providing facilities for
workforce development armbntinuing education services.

Coordinates with Vice President of Finance and Administration those functions which
involve business affairs.

Assists the Provost in relating the instructional and community services programs of the
College to business, indug and public agencies of the area.

Assists in the recruitment program, especially with adult students.

Assists in providing for compliance with college and state policies, regulations, procedures
and guidelines which relate to the operation of the carapdgshe College.

Assists in the development and implementation of cultural activities, recreational activities
and lecture series as a part of the college community service efforts.

Develops and implements community contacts designed to help the celiage r

effectively to community educational needs.

Assists in coordinating program offerings at correctional facilities.

Assists in coordinating the High School Dual Enroliment Program.

Assists in overseeing and coordinating the various activities forehteCfor Business

and Workforce Development.

Participates in the design, development and presentation of credit andeddtraining
programs for business and industry.

Maintains ongoing contacts with area employers to ascertain and address educational
training needs.

Develops the Tech Prep Program and Articulation Agreements with high schools.

Serves on appropriate College committees.
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A

Performs other duties as assigned by the Dean of Continuing Education and Workforce
Development.

The Director of Contiuing Education and Workforce is responsible for the IT Security Role of Data
Owner as specified in the COV ITRM SEC-8Q1Security Standard.

DIRECTOR OFPUBLIC RELATIONS

TheDirector of Public Relationseports to the President and his/her respoiitisilshall include the

following:

A

To o o Io o

To o Io I

Writes and edits materials for newspapers @hér media designed to provide
constituents information about tl®llege

Develops a yearly plan for maintaining appropriate media relations.

Develops and implements plamsltetter inform constituents about tBellege
Prepares and has published brochures and other printed materials al@nitethe
Obtains bids and makes arrangements for printing devices.

Develops and reviseaSollegepublications which includes, but magt be limited to, the
Collegecatalog, annual report, faculty/staff handboBkllegedirectory, andCollege
newspaper.

Provides full photography coverage for @bllegeevents.

Develops and maintains a current sound/slide presentation fGotlege
Establishes and maintains a current journal of all news publications abdlltege

Performs other duties as assigned by the President.

The Director of Public Relations is responsible for the IT Security Role of Data Owner as specified in the
COV ITRMSEC 50101 Security Standard.

151

FACULTY

The primary responsibility of a faculty member in the Virgi@iammunityCollegeSystem

(VCCS)is to provide quality instruction. The faculty wonkathin theorganizational chart of the

Collegeand eports directly to th®ean of Instruction Facultypy sesponsibility shall include the

following:

A

A

Teaches 12 to 15 credit hours and 15 to 20 contact hours in the day or evening on and/or
off-campuger semesterSee Section 80 VCCSPolicy Manual.

Maintains a minimum of 10 hours per week as office hours to be available to work with
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students on their individual academic and occupational problems. See Segtion 3.
VCCSPolicy Manual.

Serves on appropriat@ollegecommittees.

Maintains accurate attendaneeords for students.

Provides academic advisement for students.

Prepares course outlines.

AttendsCollegewide faculty meetings.

Participates in appropriate professional, studentGomdmunityactivities.

Participates in appropriate recruitmentiates.

To Do o o Io Io Do o

Performs other duties as assigned bylikan of Instruction

The Faculty are responsible for the IT Security Role of Data Owner as specified in the COV ITRM SEC
501-01 Security Standard.

152 CLASSIFIED EMPLOYEES
Classified positions suppaditte Collegeoperations and amdassified by the type of work

performed. The structure is arranged into Occupational Families, Career Groups, and Roles. An
occupational family is a broad grouping that includes jobs that share similar vocational
characteistics. A career group identifies a specific occupational field common to the labor
market. Role describes a broad array of work within a career group. Each role is assigned to a
single pay band. There are nine pay bands. The job and pay structteestablished by and
are controlled through the Commonwealth of Virginia Department of Human Resource
Management (DHRM). Classified positions are grouped into nine occupational groups as listed
below.

Education and Media Services

Engineering and Teclology

Health and Human Services

Natural Resources and Applied Science

Administrative Services

Public Safety

Trades and Operations
A position number designates each-tirthe classified position. Each position has an Employee
Work Profile (EWB describing the functions and duties of that particular jithin one month

from the hire date, the supervisor of each new employee will give him/her a copy of the EWP
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(work description and performance plan) that must be signed by the employee amebr&iuthe
Human Resources Department by the superygeeExhibit 2)

Equal Employment Opportunity Codes

Each role has a Primary Occupational Activity Code used in reports to the Equal Employment

Opportunity Commission. These codes are listeidw.

. Officers and Administrators

o Professionals

. Technicians

) Protective Services Workers

. Paraprofessionals

. Office and Clerical Workers

. Skilled Craft Workers

. Service/Maintenance Workers
. Other/Faculty

Types of Employment
Full-time (P-3) Classified Emploges

A full-time employee is assigned to an established position scheduled to work 40 hours a week
and paid on the semmonthly payroll. Fulltime employees are eligible for all benefits provided

by the Virginia Personnel Act.

Restricted Positions

Positims for which funding (15% or more) is provided by gifts, grants, donations, contracts,
capital outlay projects or other sources, which are not continuing in nature are classified as
restricted positions.

Hourly (P-14) Employees

P-14 employees are employed an hourly basis and limited to working no more than 1,500
hours for the College in 36&onsecutive day period. The Virginia Personnel Act does not cover
hourly employees, nor do they have tenure or a right of appeal of termination, nor are they
eligible for regular benefits of salaried employment.

Refer to DHRM Policy 2.20, Types of Employment

Probationary Period When an individual begins employment with 8tateas a classified
employee, he or she must serve a twehanth probationary period. Dudrthe probationary

period, his or her employment may be terminated if the agency determines that the employee is
not suited for the job.
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17

If an employee worked for the state previously and has beempéoyed in a classified
position, he or she must begimew probationary period=or probationary progress review
please see Exhibit 3.

Specific position descriptions are included on C. O. Fori'sPA master file of these positions
is maintained in th¥ice Presidenb f Fi nance and Aahdthensupsrvisorat i o n g
and incumbents of each classified position maintain a copy of the approved position description.

The position description of all classified employees must be updated very two years.

VIRGINIA COMMUNITY COLLEGE SYSTEM COMMITTEES

The following committees are established to serve in an advisory capacity on matters of coordination,

procedure and policy development, and evaluation of systiele matters:
Advisory Council of Presidents
Advisory Committee of Provosts, Deans of lostion and Deans of Student Services
Advisory Committee o¥ice Presidentsf Finance and Administration and Business Managers
Advisory Committee of Faculty

Various statevide ad hoc committees are established from time to time as needed. See State

Policy Manual, Section 2.5 for specific committee descriptions or Welgitev.vccs.edu

GENERAL PRINCIPLES OF GOVERNANCE AND COMMITTEE STRUCTURE

The concept of governance implies the exercise of authority ictidigeand controlling the activities of an

organization.

The Governance Structure represents all elements @fdhegeincluding administration, faculty,

classified staff, and students. In the role it exists as part of the administration and seffegs to
recommendations from the base of professional expertise rather than the authority inherent in an official
position. It can thus make recommendations on any matter concerniggltége It is the function of
successful governance to provide a framdwwhereby differences can be effectively resolved to the

benefit of the organization.

Committees of th€ollegeexist to serve the needs of the organization and as such do not implicitly
"belong" to anyone or any part of the system. As committethe Gfollege they are charged and
maintained by actions of the Administrative Council. Their function is to make recommendations covering

a wide variety of issues related to the general welfare aCttlege Under this arrangement, reporting
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lines do noimply ownershipbut recognitiorof the most effective means of communicatio(See Exhibit

4)

OPERATING PROCEDURES FOR SVCC COMMITTEES

™

All meetings will beopento all members of th€ollegeCommunity

Whenever possible, agendawill be preparedand distributed before each meeting. Topics can be
added to the agenda only with committee approval. Background information should be presented
before the meeting when possible.

Decisions will be reached by consensus. However, when consensus cannohée, thac
committee may elect to follow general parliamentary procedure with decisions

determined by a simple majority (51%).

To act, aguorumof 50% of the selected members is necessary.

Each committee will elect its owghairperson

Each committee wilkecord minutes (which atte include its recommendationsyiginal minutes
arefiled with the President, a copy in each Learning Resource Center, and givepyp each
full-time employee.

Committeerecommendationwill be forwarded to the President aalllappropriate persons.
Responses to these recommendations will be communicated@oltageCommunityin a
reasonable time frame.

Each committee ishargedwith the responsibility for appropriately considering any topic referred
to it and for redireting any matter not within its scope.

Committees are expected to follow thi®ceduress outlined. If procedures are not being

followed, members should first work for compliance within the committee ahduld such

efforts fail, express their concernttze President.

At the first meeting of the new academic year, each committee shall establish a chairperson and
meeting place, and review operating procedures.

To createcontinuity, each committee is responsible for assuring that work ibegsin, or
recommendations it has made, are brought to the attention of the succeeding committiieidEx
members will assist in such follow up.

Collegecommittees may want to establsibcommitteeto more efficiently carry out their

functions.
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COMMITTEE FUNCTIONS AND MEMBERSHIP
President's Staff
The President, Provostgice Presidenbf Finance and AdministratioW,ice President of Information

Technology, Assessments and Grabisan of Continuing Education & Workforce Development, Dean of
Off-Campus Instruan, Dean of Institutional Advancement, Deans of Instruction, Dean of Enrollment &
Management, and Assistant to PresidenPolicy and Planninfunction as an executive committee to
facilitate the general coordination of administrative efforts and decisaking.

Administrative Council

Bi-Monthly meetings chaired by an elected chairperson. Group includes the PresidenCeateffpf
Instruction Coordinators of Counselin@eanof Continuing Educatioand Workforce Development
Coordinator of the Leaing Resourc€enter Directorof Financial Aidto review, develop and coordinate
Collegepolicies and procedures in coordination with the President's Staff.

Campus Council / Provost's Staff

Monthly meetings, chaired by the appropriate Provost. GroupdestAll Campus DeansDean of
Enrollment ManagemenBirectorof the Learning Resources Centéiibrary Supervisor; Bookstore
Manager;Faculty and Staff Organization Preside@gector of Counseling; Vice President of Finance;
Buildings and Groundsuperintendent; Student Activities Coordinator; Director, Education for
IndependencandStudent Forum Representative. Functionhécoordination, planning and
communication, evaluation, development and application of campus administrative detargcaaiies,
and delegation of campus work assignments.

Instructional Affairs

Topics for review and recommendation may include:

Instructional Policies & Procedures including new source and curriculum development and other
instructional matters.

Membership Selected By:

1 student (per campus) Student Forum

3 faculty (per campus) Faculty Organization
1 student services representative Student Services

(per campus)
ProvostsPeans of Instruction, Dean of G8ampus Instruction and Dean of Caniing

Education and Workforce Development.

This committee will have an Academic Review Subcommittee for each campus.

This committee will be composed of the following membd?ovost, Dean of Enroliment
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ManagementCounselor anthree Faculty Members.

Student Affairs
Topics for review and recommendation may include:
Student Conduct
Counseling
Student Activities
Student Awards/Recognition
Student Recruitment
Admissions and Records
Financial Aid
Graduation

Veterans' Affairs

Membership: Sekcted by:
2 students (per campus) Student Forum
1 faculty (per campus) Faculty Organization

1 administrator (per campus) Administrators
1 student services representativ&tudent Services Personnel

(per campus)

Provosts andDean of Enrollment Margementare ExOfficio Members.

Operational Affairs

Topics for review and recommendation may include:

Public Information/Publications

Facilities and Equipment Utilization and Inventory
Employee Selection/Evaluation/Muliear Appointment
Employee Merit Pay

Organization Structure

Bookstore

Governance

Long Range Planning and Development

Administrative Computing

Membership: Selected by:

1 classified staff (per campus) Staff Organizations
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2 faculty (per campus) Faculty Organizabns

1 administrator (per campus)  Administrators

1 student (per campus) Student Forum

1 student services representativeStudent Services Personnel

(per campus)

Provosts, Director of Admissions, Recordrd Institutional Research, and
Vice-Presidenbf Finance are EOfficio Members.

Affirmative Action Committee

Responsibilities:
Review and monitorth€ o | | &4 mabss
Review faculty and staff grievances.
Review hiring practices and procedures
Promote equal opportunity.
Membership: Selected by:
2 classified staff (per campus) President
2 faculty (per campus) President

1 administrator (per campus) President

Honors Program Committee

Responsibilities:
Selection of Honors Students

Coordination of Honors Program

Membership: Selected by:

Dean of Institutional Advancement

Dean of Instruction Both Campuses

2 faculty members (per campus) Faculty Organizations

Dean of Enrollment ManagemeiRresident, and Preceptors are@ficio Members

SafetyCommitee

Purpose:
The Safety Committee iSollegewide made up of faculty, staff and students. It meets-s@mially to
review and discuss safety policies and procedures for both on campus and off campus sitemil A e

sent out to all committee membgnsor to each meeting to solicit input for areas of concern and agenda
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items.
Membership:
Vice President of Finance & Administration
One Faculty member from each campus
Two Staff members from off campus sites
Building & Grounds Superintendentsabiel & Christanna Campus
One student from each campus
Faculty/Staff Professional Development Committee

Responsibilities:
The Faculty/Staff Professional Development Committee receives requests for proposals to address

professional development needyded those found in th€ollegePlan and the VCCS Professional
Development Initiative. The committee evaluates and recommends funding of proposals based on the
following guidelines:
They are submitted by a group of faculty/staff, all of whom are partiogga
They address crucial institutional needs already identified by the comrsittdeas
developmental instruction, general education, dealing withtramtitional programs,
recruitment, advising/counseling, retention or outcome assessment;
They clearlyidentify another crucial instructional need and clearly relate to the
development activity proposed;
They make especially efficient or effective use of the funds being requested,;
They directly involve or benefit both the faculty and staff, or benefit rtiwe one
program within theCollege
They involve cooperation or informatiesharing between faculty/staff from both
campuses, either as a part of the activity or as a direct result of it; and
Requests may be made during the fall semester or duringrthg spmester. Funds will

be awarded on a firgtome firstserve basis.

College Planning Committee

The College Planning Committee (CPC) advises and assists in the development, coordination, monitoring,
and assessment of the strategic and annual plarriogess. The committee membership represents a

cross section of areas and professionals within the college including presidents from both faculty
organizations residing on two main campus&he committee membership consist of Dean of Information
Technobgy & Learning Resources, Assistant to the President for Policy & Planning, Vice President of

Finance & Administration, President of the Faculty Senate, Dean of Planning & Institutional Effectiveness,
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Vice President of Workforce Development, Dean of Emenit Management, Vice President of
Nontraditional Programs & Grants, Directors of Counseling, President of the Faculty Forum, Deans of
Instruction and Institutional Researcher.
Responsibilities:
Construct a timeline for the overall college planning psxe
Coordinate the collection of ideas, suggestions, and data from Local Board Members, faculty,
staff, studenscommunity organizations, business leaders, and other constituents to fuel the
planning process.
Identify goals and initiatives to be preseshi the annual Southside Virginia Planning Retreat.
Review action steps suggested by the Planning Retreat and assign responsible parties to the task.
Evaluate progress towards the meeting of the action steps and goals.

Develop and approve aear strategc plan.

The Teaching, Learning, Technology Roundt#bleTR)

The TLTR Roundtable was from in 1996 to explore the issues involved in integrating technology into the

teaching environment. Membership includes faculty, staff, and administrators fronabgihses.

Web Committee
The Web Committee was formed to act as an advisory panel for the implementation and development of the
college website. Membership includes faculty, staff and administrators from both campuses

The Library Advisory Committee (LAC)

The Library Advisory committee advises the Dean of Information Services and Library Staff on policy
issues, book challenges, staffing issues and other areas of interest in the operation of the Libraries.
Membership includes the Dean of Information ResesirLibrary Supervisors, and the faculty and on staff
from each campus.

Enrollment Task Force

The Enroll ment Task Force was created to manage
for marketing, recruiting and retention initiatives. Thembershipncludesadministrators, faculty
student development and the college recruiters.

MULTI-YEAR APPOINTMENT COMMITTEE
Referto Section 3.1
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COLLEGE VOCATIONAL ADVISORY COMMITTEE

Local lay advisory committees are utilized in the developmkotecupationatechnical curriculum

programs. Specific functions and responsibilities of the committees may include:

Serves as a communication channel betwealtegeand Communitygroups;

Advises in the designing of courses and curriculum by definiegip skill requirements and by
disseminating essential information and knowledge requirements related to the specific content area:
Advises in the evaluating of the curriculum of instruction and recommendschaclyes asnecessary to
keep thenvital and relevant;

Advises in the formulating and evaluating of standards for entrance into the curriculum of study;
Keeps theCollegeinformed on changes in labor market, specific needs, surpluses, etc.;

Provides means for theollegeto inform theCommunity of curriculum andsuggest ways to improve

public relations concerning the given curriculuissists with annual formal program assessment.

FACULTY ORGANIZATIONS
The Christanna Faculty Forum and the Faculty Senate of the John H. Daniel Caeribiestan faculty

organizations of th€ollege Purposes, members and general operating procedures of the two organizations

are included in th€ollegeconstitutions:
19.1 Constitution, Christanna Faculty Forum
PREAMBLE

Believing that the fundamental gealf theCommunityCollegeare to be a dynamic force in

extending education and to serve society by providing a reservoir of knowledge and stimulating
academic atmosphere for the transmittal and application of knowledge, the discovery of new

principles andruths, and the fostering of an appreciation of human values; and

Believing that the attainment of this objective requires mutual understanding and joint effort of the

State Board fo€CommunityColleges, Virginia CommunityCollegeSystemCollegeboard,
administration, faculty, and students; and
Believing aCollegefunctions most effectively under orderly but flexible and adaptive processes
of administration and government;
We, the faculty of Southside Virgin@ommunityCollege-- Christanna Campus de&treby enact
a constitution and bylaws for a faculty organization.

CONSTITUTION

Purpose: The purpose of this organization isserve as an instrument for the

discussion and expression of the views of the teaching faculty and

counselors o€ollegemattes.
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Membership:
Officers:
Chair:

Vice Chair:

Secretary:

Meetings:

Amendments:

Membership shall consist of feime teaching faculty and counselors.

The chair will serve as the presiding official for all forum meetings and
as the spokesperson for the organization when so authorized by the
members.

The chair will be elected at the end of the fall semester of each
academic year.

The vice chair will serve in the place of the chair at the latter's request
or when the latter is unable to fulfill his or her duties.

The vice chair wilbe elected at the same time as the chair and will
serve a concurrent term.

The secretary shall record the proceedings of the meeting and distribute
copies to all faculty members.

Meetings will be held when called by the chair or retpetby three (3)
members of the organization. ROBERTS RULES OF ORDER will be
the authority for the resolution of any procedural questions.
Amendments to this document will be submitted in writing, read, and

voted upon by the faculty.

19.2 Constitution, Daniel Campus Faculty Senate

PREAMBLE

Believing that the fundamental goals of tbemmunityCollegeare to be a dynamic force in

extending education and to serve society by providing a reservoir of knowledge and a stimulating

academic ahosphere for the transmittal and application of knowledge, the discovery of new

principles and truths, and the fostering of an appreciation of human values; and

Believing that the attainment of these objectives require mutual understanding and jdimtf effor

the State Board faCommunityColleges, State Department @ommunityColleges, College

board, administration, faculty and students; and

Believing aCollegefunctions most effectively under orderly but flexible and adaptive processes

of administratim and Government:
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We, the members of the J.H. Daniel Faculty Senate of the Southside VE&gimiaunityCollege

do hereby enact a constitution and bylaws for a Faculty Senate.

CONSTITUTION

Name and Purpose
This representative body shall be known asJthe DANIEL FACULTY SENATE
SouthsideVirginia CommunityCollege

The purpose of the Faculty Senate is to create an effective means by which the faculty
can enter into a partnership of shared responsibility and cooperative action with the
administration ad students to promote the general welfare ofxbkegeand to
formulate and transmit to the administration the faculty views and concerns on faculty
matters.

Functions
The functions of the Faculty Senate are:
To establish within the laws applicabtethe VirginiaCommunityCollegeSystem an
effective means for advising and responding toQbbegeboards, Administrative
Council, and the administration.
To express opinion oBollegeaffairs as the Faculty Senate deems appropriate and
necessary.
To paticipate in the formulation of atlemic and educational policiesiieh concern
more than one campus or division.
To consider policies, programs, and other matters as the administration, faculties, student
organization, and individuals of the faculty mapmose.
Afford avenues and procedures whereby communications withi@ahegemay flow
freely, fully, and systematically.
To help create, maintain, and protec@alegeenvironment conducive to the richest
growth of scholarship, learning, teaching,e&<h, service, and respect for human
dignity and rights.
To accept and share responsibility with administration and students in all efforts to
improve the stature and usefulness ofGlodlege

Membership
Membership shall be open only to nim®nth, ful-time teaching faculty.

Chapter Officers
The Faculty Senate shall have the following officers: presidentpriesident, and
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secretary treasurer.

Election of Officers

All officers shall be elected annually at a spring meeting of the Faculty Serateld S

an office become vacant during the academic year, the nominating committee shall
nominate a candidate for the office and present this to the members at the next Faculty
Senate meeting for a vote.

Installation of Officers

The newly elected officerdhall be installed by the owgoing president of the Faculty
Senate immediately after their election.

Duties of Officers
President
It shall be the duty of thBresident to preside at all regular meetings of the Faculty
Senate. He shall be the chairmartaf executive committee, and he shall appoint or
approve members of committees required by the constitution and all committees deemed
necessary by the members. He shall represent the Faculty Senate to administration on
matters of concern.
Vice-President
It shall be the duty of th&ice-President to serve in the absence or the disability of the
president of the Faculty Senate and to perform such duties as may be assigned to him by
the president of the Faculty Senate. Wiee-President shall also leresdentelect for
the following year.
SecretaryTreasurer
As Secretary, it shall be the duty of this officer to keep an exact record of the minutes of
each meeting of the Faculty Senate and each executive committee meeting and present
the minutes to thEaculty Senate. He is to perform all other duties assigned to him by the
president of the Faculty Senate.
As treasurer, it shall be the duty of this officer to keep an accurate record of the finances
of the Faculty Senate. He shall make disbursemeonts tine treasury when authorized to
do so by the President of the Faculty Senate. He is to make his books available for audit
when called upon to do so by the executive committee or the President of the Faculty
Senate.He is to perform all other duties @&gsed to him by the President of the Faculty

Senate.
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Committees
The Faculty Senate shall have the following committees: executive committee, social
committee, nominating committee, and such other committees recommended by the
faculty and appointed by ¢hPresident of the Faculty Senate.

Executive Committee

The executive committee of the Faculty Senate shall be composed of all faculty officers
and the immediate pagtesident of the Faculty Senati shall be the duty of the

executive comntiee to conduct the business of the Faculty Senate between meetings,
including matters that arise during the summer sessite. executive committee may

hold such meetings as it deems necessary and at such times and places it may determine. A
quorum shalktonsist of a majority of the members present at a called meeting.

Social Committee

The social committee shall be composed of a chair and two other Faculty Senate members
appointed by the President of the Faculty Senate. It shall be thefdhgysocial

committee to provide programs or social activities for the Faculty Senate when called

upon to do so by the Faculty Senate.

Nominating Committee

The nominating committee shall be composed of three members appointed by the
Presigknt of the Faculty Senate. It shall be the duty of the nominating committee to
present a slate of officers to the faculty as prescribed in the constitution. The slate of
officers shall be presented at the time designated by the executive committeengrthedi
slate of officers is received by the first meeting of the Faculty Senate in an academic year.
The nominating committee shall nominate at least one member of the faculty for each
office to be filled. At the time the nominating committee makes fisnteto the Faculty
Senate, nominations shall be accepted from the floor. The balloting for the officers shall be
conducted by the nominating committee in a manner prescribed by its members.

Meetings of the Faculty Senate

The Faculty Senate shall holtllaast two scheduled meetings during the academic year.
Onehalf of the membership being present constitutes a quorum.
The meetings of the Faculty Senate will in no way interfere with thgoaomg
administrative faculty meetings at tBellege
Faculty Dwes
The annual dues for the Faculty Senate shall be established annually by voting members.

The dues are payable to the treasurer by October 15 or by one month after the date of
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employment to retain membership in the Faculty SeriBle. Faculty Senate massess
fees from time to time upon its membership to defray the operating costs for its
organization when annual dues are not sufficient. The assessment of fees requires an
affirmative twothirds vote of the members voting.

Amendments
Amendments to thisonstitution may be proposed by any Faculty Senate member at any
regular meeting. Such amendments will be adopted when ratified bythite® vote of
those voting at the next regularly scheduled meeting of the Faculty Senate providing the
secretary notied all members in writing of the proposed amendments. Amendments to
the constitution may be made only during the academic school year.

Faculty Showcase

The Faculty/Instructional Affairs Commission will honor outstanding faculty at the annual VCCA
Conwention in October. The commission request hominations for this honor fronCedebe
Nominees should meet the following criteria:

. a VCCA member for two (2) years
A full-time or adjunct teaching faculty status
A significant contributions to th€odllege Community
A excellence in classroom teaching
A involvement in professional development opportunities
A length of service in education (to be used as a tie breaker)

110 CLASSIFIED PERSONNEL ASSOCIATIONS

The Classified Personnel Association on the Gmisa Campus and the Daniel Campus Staff Organization

on the Daniel Campus are organizations of-ocontractual employees at tmllege The purpose of these
organizations is to provide a vehicle for those employees to present their views and suggetsitons
administrative staff. Membership in these associations is voluntary. Purposes and operating procedures are
described in respective association bylaws.

1.10.1 Christanna Campus Classified Personnel Associatioh Constitution & By -Laws

CONSTITUTION

Article | - Name
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Article II -

Article Ill

Article IV

Article V

Article VI

Article | -

Article Il -

The name of this organization shall be the CP's, consisting of the classified
employees of the Christanna Campus of Southside VirGioramunity
College

Objectives
The objectives of the CP's shall teepromote better communication among

classified employees and to make contributions taChvemunity

Membership

Membership in the CP's shall be open to any person engaged as a classified full
time or permanent patime employe®f the Christanna Campus. They shall
become members upon payment of the stated dues of the organization. No
person shall be denied membership because of race, color, sex, handicap, creed
or national origin.

Officers

The elected dicers of the Organization shall be President, Secretary, and
Treasurer.

Meetings

Meetings shall be held on the secdrdirsdayof every other month and called

by the President as needed

Amendments to the Constitution

This constitution may be amended at any regular meeting of the organization by
a majority vote, and a majority of the membership must be present in order for
voting to occur. Due notice of the prageml amendment must be given to the
membership at least thirty (30) days before its presentation for adoption. Notice

of the proposed amendment may be circulated by mail or by distribution.

BY-LAWS
Membership
Dues, Rights & Priviéges:
Monthly dues are to be set by vote of the majority and may be amended at any
meeting. The Treasurer shall send out dues notices to members as needed. The
Treasurer shall collect all dues, deposit the money to the organization's account,
and kee accurate and u-date financial records.

Officers

Election of Officers
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The officers of the organization shall be Presideite-President,

Secretary and Treasurer.

The officers shall be nominated and electgdChub members at the July
meeting and have the installation of new officers at the September meeting.

Only members in good standing shall be eligible to run for office and to vote.

Duties of Officers
The President shall preside over meetings of the organization.
The VicePresident shall preside over meetings in the absence of the President and assist
the President.
The Secretary shall record the proceedings of all mg®ti The Secretary shall post
reminder notices about meetings two or three days prior to meeting.
The Treasurer shall maintain financial records and disburse the monies of the
organization upon the approval of the President.
Committees
The presiént shall appoint all committees if there are no volunteers.

Dissolution of the Organization
In the event the organization is dissolved, all monies left in the Treasury afidisalle paid

shall be donated to ti@ollegeFoundation.

Amendments to the By.aws

The ByLaws may be amended at any regular meeting by a majority of those present and voting,
providing due notice of the proposal has been given at least thirty (30) days prior to the meeting at

which it is presented.

Dues and othertarges. Annual dues of the individual members shall be $24.00. Dues may be
paid at the rate of $2.00 per month or $24.00 per year.

1.10.2 Daniel Campus Staff OrganizationrConstitution

Article I. ‘Name
The name of this organization shall be Daniah@s Staff Organization and it
shall consisof the classified employees of the John H. Daniel Campus,
Southside VirginilCommunityCollege

Atrticle II. Objectives
The objectives of the Daniel Campus Staff Organization shall be:

To promote better commurd@ions among the classified staff
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Article 1lI.

Avrticle IV.

Article V.

Avrticle VI.

Avrticle I.

Acrticle II.

employees of the John H. Daniel Campus of Southside VirGioramunity

College and

To serve as an instrument for the formulation and expression of staff personnel
points of view on any subject germane to the intereiteoJohn H. Daniel

Campus of Southside Virgin@ommunityCollege and to make suggestions or
recommendations thereon to the appropi@ditiegecommittee or officer.
Membership

Membership in the Daniel Campus Staff Organization slethpen to any

person who is employed in a classified staff position at the John H. Daniel
Campus.

Officers

Officers of the Daniel Campus Staff Organization shall be a Presiddat
Secretary/Treasurer.

As established in the Governaructure of Southside Virgin@ommunity
College the Classified Staff Organization will annually select one representative
to serve on each of the following committe€ampus Council and Operational
Affairs Committee.

Meetings

Meetings ball be as provided for in the Bylaws.

Amendments to the Constitution

This constitution may be amended at any regular meeting of the organization by
a majority vote, and a majority of the membership must be present in order for
voting to ocar. Due notice of the proposed amendment must be given to the
membership at least ten (10) days before its presentation for adoption. Notice of

the proposed amendment may be circulated by mail or by publication.

BY-LAWS
Meetings
Meetirgs of the Daniel Campus Staff Organization shall be held the first Friday
of January, March, May, July, September, and November. The time and place of
the meeting shall be set by the President. Special meetings may be called by the
President at the requastany member provided twenty four (24) hours notice is
given all members.
Officers

The offices of the Daniel Campus Staff Organization shall consist of a
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1.10.3

Acrticle IIl.

Article IV.

President and a Secretary.

Election of officers.

The officers shall be nomired by a committee consisting of at least three
persons, appointed by the President.

The nominating committee shall present the names of one candidate for each
office. Additional candidates for each office may be nominated from the floor.
In those instanceshere there is more than one candidate for an office, election
will be by secret ballot.

The officers shall be elected and will assume office in September of each year.
Vacancies in Office

Should a vacancy occur in any office, it will be filled at tinstfmeeting after it
occurs by nominations from the floor, and immediate voting shall follow.
Duties of Officers

The President shall preside over meetings. He shall call meetings as provided in
Article I. He shall appoint committees; have therpgative of attending
meetings of appointed committees; and shall be on call for conclusion by
committees.

The Secretary shall record and distribute the minutes of all meetings and
perform such other duties as may be delegated by the President.

The Treasuer shall collect all funds and maintain financial records.
Committees

All committees shall be appointed by the president.

Amendments to the Blaws

These Bylaws may be amended at any regular meeting by a majority of those
present and voting, providing due notice of the proposal has been given at least

ten (10) days before the meeting at which it is presented.

Support Staff Showcase

The Support Staff Commission each year honors outstanding support staff membeesatigi

VCCA Convention in October. Nominations for this prestigious honor are requested from each

College Nominees should meet the followiegggestedriteria:

o o Do I»

an active VCCA member for two (2) years
significant contributions to th€ollegeCommunty
significant contributions to th€ommunity

involved in personal/professional development opportunities
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2.1

A length of service aCollege(to be used as a tie breaker)

A has not been the showcase representative in the last five (5) years

ACADEMIC INFORMAT ION

Academic Load

See SVCC Catalog, Enrollment Information.

Academic Standing of Students

See SVCC Catalog, Enrollment Information.
Advanced Standing by Experiential Learning

Policy Statement
Southside VirginilCommunityCollegeaccepts the philostly that its placement function

includes aiding students who wish to move toward their goals in as efficient a rate as possible. For
some students, tHeéollegemay waive basic courses in their curriculum or allow tl@&stiege

credit for demonstrating knoetige in a subject area gained by occupational and other life
experiences.

Associate Degree, Diploma, and Certificate Reguirements: State

A student must have fulfilled all the course and credit hour requirements of the degree, diploma, or
certificate curriclum with 25% of the credits acquired at tBellege

At Southside VirginiElCommunityCollege advanced standing may be granted in approved areas upon
successful completion of locally designed and administered tests or CLEP tests.

Graduation

Beginning withgraduation on May 15, 2008, students who are within eight (8) hours of meeting their
requirements and plan on completing those requirements by the summer, will be allowed to participate in
the ceremony if they choose. The students will not get theialadtgrees until course work is completed
with a passing grade. Applications for graduation will still need to be comp(étdded 4/08)

College Level Examination Programs (CLEP), General AND Subject ExXaotisy Statement

TheCollegeLevel ExaminatiorProgram from the Educational Testing Service has been approved for

credit in certain areas. No credit will be given for scores below the fiftieth percentile for the General exams
or for scores below ACEb6s credit recommendations
Advanced Placement Program (AP)Policy Statement

The Advanced Placement Program from the Educational Testing Service has been approved for credit in
academic courses. No credit will be given for scores below three. Credit will be given upon approval by
an ingructor, theDean of Instructiorand the Provost.

Subject Standardized Tests (SST) Through DANTES/U3Adlicy Statement
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The Collegewill accept USAFI credits fo€ollegel e vel wor k. For evaluation
the AOfficiali Replor Aclhife Eedmeat s, 0 available from
Institute, Madison, Wisconsin 53173, should be requested by the student and sent to the Office of
Admissions and Records at Southside Virgi@@mmunityCollege SVCC uses ACEOG6s cr
recommendation for USAFI Courses and Tests and DANTES Subject Standardized Tests.

Transfer Credit From Other PeSecondary InstitutionBolicy Statement

Each student transferring from anotk@mllegeshould consult th®ean of Enroliment Managemeattthe
Collegefor an assessment of credits. Generally, no credit will be given for courses with grades lower than
ACo. A transfer student may be advised to repea
in order to makeatisfactory progresin a curriculum. ACCRAO guidelines provide for the transfer of
credits for grades of ACO or above if received f
only accepted for courses judged to meet specified curricular requirements.

Equated Occupational ExperienBelicy Statement

Equated occupational experience is handled on an individual basis within division through the waiver of

course requirements, credit by examination and the granting of credit for previous experience.

The studat requesting experiential credit submits a written request for such credit tapgbepriatdDean

of Instruction explaining why the credit is justified.

If the Dean of Instructionin consultation with the appropriate faculty member(s), feelsefpeest is

justified, the student is asked to submit written documentation of the experience. Typically, this includes
A letter(s) from employer(s),
A job titles and description and

A samples of work accomplished

When the documentation is complete, Breanof Instructionand faculty decide how much credit to award,

if any, and for what course(s).

The fAPetition for Advanced Standing or Waiver of
Provost, with accompanying documentation for approval. The fotmsignatures of approval and
supporting documentation is kept on file with th

Assessment of Courseware With External AgenB@iy Statement

Southside VirginilCommunityCollegewill accept equivalent education and training peogs. Most

requests for the granting of credits under this category are included under the category of granting credit for
equated occupational experience. The Administration of Justice Program grants credits for courseware
completed at th¥irginia Police Academy anifirginia Department of Corrections.
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Institutional Credit By ExanfPolicy Statement

In the absence of an articulation agreement, tests are constructed to confirm previously acquired
competence. Credity-exam should be awarded if a persoores B or better on a comprehensive
exam. Faculty should administer such an exam only when the student has valid previous training
or experience to suggest competence in the subject area. There should be no coaching or
Acrammi ngod f or esudentshoaldhexpect ta wait until €4am week, and sit for the
exam along with students completing the class.
Faculty must obtain prior permission frddbeanof InstructioriProvost before agreeing with
students to give credit either by exam or for expege The request must include information as
to how evaluation will be done. In either case, faculty member will use prior approved appropriate
tests for evaluation and enclose it with the petition for advanced standing or waiver of course
form.

AssessmenOf Courseware In Vocational/Technical Schdetdicy Statement

Students who have successfully completed aytear high school vocational programTech
Prep students who have had other types of vocational training or who have occupational
experience ray qualify for advanced placement in the appropriate curriculum. Proficiency tests
will be administered to aid in placement and to determine the amount of credit which can be
awarded for previous occupational or educational experience.

ACE Recommendatiorfer Military And Non-Traditional Learning Experiencédilitary Learning

Experience®olicy Statement

Credit may be allowed for military service school if this credit is recommended in a guide to the
Evaluation of Educational Experiences in the Armed $esjiand if the work is applicable to the
program being pursued. Prior to completing the application for Credit by Examination, the
student should review with the appropriate instructor@edn of Instruction t he A Of f i ci a
of Educational Achievemnt . 0 The final determination on
made by the Provost.

Other nortraditional learning experiences as recognized by ACE will be accepted.

Students who plan to transfer to other institutions of higher education arenealuti@t not all
postsecondary institutions accept credits earned in this manner as transfer credits. IT IS THE
STUDENTG6S RESPONSIBILITY TO DETERMI NE THE AC(
CREDITS AT THE INSTITUTION BEING CONSIDERED FOR TRANSFER.

Administration ofAdvanced Standing Through the Waiver of Currici®aquirements

Waiver of Physical Education Requirements for Veterans:
Policy Statement
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The physical education requirements for the degree, the diploma and certificate programs may be

waived for veterans antheCollegemay substitute other credits to satisfy the total credit

requirements of the veterands curricul um.

Foreign Language Requirements: (Associate in Arts)

Policy Statement

Students who have successfully completed two years of foreign languagh sthool may

petition for advance placement to the sophomore level course of this foreign language.
Examination

See SVCC Catalog, Enrollment Information.

Grading System
Developmental Courses

Grading in all developmental classes will be S, RJanly.

Information for Grading Policy in Courses Other Than Developmental

See SVCC Catalog, Enrollment Information.
Registration

See SVCC Catalog, Enrollment Information.
Tuition Waivers

Children of Deceased Law Enforcement/Fire Fighter/Rescuaddgarsonnel Any child between

the ages of 16 and 25 whose parent has been killed in the line of duty while employed or serving
as a lawenforcement officer, firefighter, or rescue squad member in Virginia is entitled to free
tuition and required feestifie deceased parent was domiciled in Virginia at the time of death and
certification of employment is provided.

Children ofPermanently Disabled or Deceased Veterafsction 237.1 of the Code of Virginia

says that free tuition ardollegefees shall bgiven to children of qualified permanently 100

percent disabled or deceased veterans of the armed forces of the United States who attend state
supported schools of secondary grad€oltegelevel. Eligibility for such children shall be
provenbytheDivsi on of War Veteransé Claims, who shall
that tuition should be waived according to the provisions of SectiehR23For further
information, contact the SVCC Veterans Affairs Office.

Senior Citizen Tuition WaiveUnder provisions of the Virginia Senior Citizens Higher Education

Act of 1974 and subsequent amendments, a person who has been legally domiciled in Virginia for
one year and has reached 60 years of age before the beginning of a semester may etatell in a s
institution of higher learning at no cost (tuition and applicable required fees waived) provided all

tuition-paying students are given first priority for class spaces. Senior Citizens whose taxable
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2.2

income for federal income tax purposes does notezk$&5,000 for the year preceding the year in
which enrollment is sought, may register and received full credit for coursework successfully
completed, tuitiorand feefree. The senior citizen whose income exceeds this figure may only
audit, tuition and fe-free courses, offered for credit or enroll in renedit coursesThe request

for a senior citizen tuition waiver must be made at the time the senior citizen registers for

the class. (Added to handbook 10/3/07)

Employee Tuition Waiver The VCCS has gpoved a tuition waiver policy for all full time

employees, adjuncts and part time employees who work at least 20 hours per week. Wage
employees whose primary status is as a student are not eligible. Courses included in this program
must be offered by S¥C and may be part of a degree program of just a class taken for
professional development. Eligible employees may take up to six (6) credits a semester but can
only take one three (3) credit class during working hours provided it is work related arekhas b
approved in advance by their supervisor and the provost. If a class is not allowed to be counted
towards work time, an employee may take leave time to take the class pending approval of their
supervisor and the provost. A passing grade is not refjfdrehe tuition waiver but the

employee is expected to attend the classes. In the case of a class which might be filled, paying
students will take priority over those who have registered with a tuition waiver. The Continuous
LearningTuition Waiverform must be completed for payment. (See Extipit

Attendance Policy

In accordance with VCCS Policy accurate attendance records must be kept for all isdeatswill

be informed at the first class sessioaf the VCCS class attendance policy staat, Section B3 of the

VCCS Policy Manual Regular attendance at classes is required. When absence from a class becomes

necessary, it is the responsibility of the student to inform the instructor prior to the absence whenever

possible. Students aresponsible for the subsequent completion of all study missed during an absence.

Absences totaling more than 20% of a coursefs se

course. Instructors may impose more stringent requirements asexpacifiieir course outlines.

ACCIDENTS

A report of all accidents and injuries should be submitted immediately ¥idbdPresidenof Finance and

Administration. The following actions should be taken in the event of an accident or injury involving a

student(s), visitor(s) or employee(s):

Student/Visitor

Injury - Injured student or visitor should be assisted in obtaining needed medical attention. Obtain
complete information of how, when, where. Also, get the name, address, and telephone number of
witnesses. However, do not commit tbellegeor yourself as to cause, blame or paying of any
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bill. Visitors and students are not covered byGuodiegeinsurance policy.

Insurance Students are not covered by tBellegeinsurance policy unless they amvihg a College
vehicle. (A Collegeemployee should completethEtmp | oyer 6s Acci dent Repd¢
47 and 47A) which may be obtained from the Physical Plant office oiibe Presidenof
Finance)s office

Employee

Injury - Injured employes should be sent to a doctor or emergency room if medical attention is needed. A
l'ist of state appr ov avdilableonlihcBEngloyees are expepteddoga t o r g
to one of these doctors for all follewp care as a result of a workers coimpry. The supervisor
of the injured employee should complete the "Employee's First Report of Accident”, which may be
obtained from the Business Office. The completed form should be sent to the Human Resource
Officer within 48 hours. The Human Resouf@fficer will notify the various insurance and state
offices. For a current list of state approved workers Comp Physicians (P.O.), please refer to the
Managed Care Innovations Websittp://www.corvel.com/provider_lookupt call 1804649
2288.

Emergery Medical Service

Please refer t&ection 2.9
2.3 SPECIAL ADMISSIONS REQUIREMENTS

Admissions Age Requirements for Students Less Than 18 Years of Age

Students in grades 7 through 12 may be permitted to take credit classes provided: (1) theiriparticipat
does not interfere with their regular junior or
permission, (2) their parents sign the application form or students are participating in classes contracted by
school divisions, and they havesthpproval of the appropriate provost.

Progression of Ability to Benefit Students

For an Ability to Benefit student to progress from a certificate to a degree program, the student must
complete all developmental requirements for a related certificategmnognd achieve at least a 2.5 GPA
for a minimum of 12 credits in the certificate program. BAStudents shouldlways be encouraged to
work toward the GED. For Nursing, Practical Nursing, and other allied health curricula, high school
graduation or the egyvalent (GED) is required for admission.

Home School Students

Refer to this section in the current catalog.
2.4 EQUAL OPPORTUNITY STATEMENT

Southside VirginilCommunityCollegeis committed to providingqualemployment and educational
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opportunity forall employees, job applicants and students regardless of their race, sex, color, national
origin, religion, sexual orientation, age, veteran status, political affiliation or disability. Employment
discrimination based upon these traits is unlawful undér state and federal law. Equal opportunity

extends to all aspects of employment including hiring, transfers, promotions, training, terminations,
working conditions, compensation, benefits, and other terms and conditions of employment. Southside
complies with federal and state equal employment opportunity laws and strives to keep the workplace free
from all forms of unlawful discrimination, including harassment and retaliation.

Harassment is any unwelcome verbal, written or physical conduct that edttigrales or shows hostility

or aversion towards a person on the basis of race, sex, color, national origin, religion, sexual orientation,
age, veteran status, political affiliation or disability that (1) has the purpose or effect of creating an
intimidating, hostile, or offensive working environment; (2) has the purpose or effect of unreasonably
interfering with an employeeds work performance;
or compensation.

Retaliation is any overt or covert act eprisal, interference, restraint, penalty, discrimination,

intimidation, or harassment against one or more individuals for exercising their rights (or supporting others
for exercising their rights) under the Commonwea

Violations and Enforcement

Unlawful discrimination in any form is a serious offense that will not be tolerated in state employment.
The Department of Hu mdaalicie®R ansl Bracedures Mdrausits fprénte nt 6 s
relevant policies of the Commonwealth. If yoelibve you are a victim of unlawful discrimination, several
avenues of redress are available to you, incl udi
President of Finance and Administration at 481005, the grievance procedure, and tlagesand

federal discrimination complaint processes.

Supervisors or employees found to have engaged in unlawful discriminatory conduct are subject to
disciplinary action, including termination.

DHRM6s Office of Equal Emp | o g foremfdrcingpoliciesicaneeming OEE S
equal employment opportunity. This office investigates and resolves complaints of unlawful employment
discrimination. If you wish to submit a complaint or allegation, yay wbtain the needed forms from the
Human Resorce office, by contacting the OEES, or from the DHRM web site. Employees may also file
complaints under the Grievance Procedure or directly with the federal Equal Employment Opportunity
Commission.

See DHRM Paolicie®.05,Equal Employment Opportunit2,10, Hiring, and2.30 Workplace Harassment.

Special Provisions forDisabled Students
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It is the intent of th&Collegethat all courses of study be fully accessible to all students. In order to
accomplish this, th€ollegewould appreciate an advancetine of approximately one semester from
Disabledpersons planning to attend the institution. This will allow@odlegeto identify and effect any

necessary adjustments or special equipment in programs and facilities. For further information, contact the

Vice Presidenbpf Finance and Administration 484-949-1005.

Personnel Recruitment

The following positions are responsible for conducting active recruitment to reach all appropriate sources,

including black, other minority, female, aldsabledgroupsto obtain qualified employees on a ron

discriminatory basis:

. President

. Provosts (both campuses)

. Vice President bFinance and Administration
. Dean of Instructiorfboth campuses)

. Human Resourcklanager

) All other hiring supervisors

TheHuman Resource Managsresponsible for developing a list of recruitment sources and for
maintaining contacts with black, other minority, female, Bighbledorganizations and professional

societies

EEO/AA Committee:
SVCC has assigned EEO/AA responsibilities toGhe | | ©pemitiosal Affairs Committee through the

Governance procedures. The committee has creatadhoc group designated as tiqual Opportunity

Committee. Thi€€EO Committee is made up of a cross section ofGb#egefaculty andstaff. TheEEO
Committee will perform the following:

- The establishment of EEO goals and objectives.

- The review of EEO goals and objectives.

- Review and resolve EEf@roblems and concerns.

- Relate EEO policies to colleagues.

- Provide training anguidance to supervisors and administrators who

hire personnel for th€ollege

- Other EEO issues as they arise.

The Collegewill report a list of the committee members and job titles to the Office &f iBEhe annual

assessment.
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Recruitment Efforts
The plan has been developed in accordance with the Office of Employment Servideograim
Evaluation's Recruitment Plan Guidelines. The overall goal of the Plan is to recruit and retain qualified

minority and female employees,rfaularly in the areas where they are undglized. The institution will
take appropriate affirmative action recruitment to attract qualified black, femalRisaloledapplicants

when vacancies occur.
Criminal Record CheckReview of the Virginia Ste Police Criminal Record Search is required for all

new full-time and wage hires.
All recruitment will be on the basis of qualification and ability. All position opening announcements will
contain a statement that SVCC is an Equal Opport@uotiege

The vacancy announcement will be distributed as follows:

For FullTime Vacant Positions

Local Newspapers

Local Virginia Employment Commissions

Appropriate campus bulletin boards

Chronicle of Higher Educatiogi©ommunityCollegetimes
(Professionbclassifications only)

Recruit (classified staff only)

SVCC Website

VCCS Website (Faculty & Administrative positions only)

Training
SVCC is committed to providing resources to all employees to upgrade or learn new skills in a
nondiscriminatory mamer. The staff development training plan is designed with input from all the
employment levels of th€ollegeplus feedback and suggestions from the Faculty/Staff
Development Committee of ti@ollegegovernance structure. This group is designed to ahbsist t

Collegein meeting the training needs of all tGeo | | empyess.

25 BULLETINS AND BULLETIN BOARDS

Bulletin boards are available throughout the academic building to post Public Service Announcements and

activities that the Studewctivitiesand Campus Clubs are sponsoring. All posters and announcements
should be reviewed by ti&tudent Service Directarblo posters are to be taped to the wall. Tbhéege

Website is also available for announcements.
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CAMPUS CONDUCT

Student Code ofonduct

See SVCC Catalog: Code for Student Rights, Responsibilities and Conduct.

Firearms Policy

Possession or use of firearms, explosives, or any other dangerous or deadly weapons as defined by the
Code of Virginia 8§18.2808 are not appropriate toetleollege experience. Therefore students, employees,

and patrons are not permitted to possess these items on college property except when carried by bona fide
law enforcement officials in their official capacities. This policy applies whether the wesfunctional

or not. Any device designed to look like a weapon and/or is used by an individual to cause reasonable
apprehension or harm is considered a weapon byptfisy. Itis a condition of acceptance to the college

that all students comply withehcollege weapons policy. Employees agree to this policy and all other
policies by accepting continuing employment. Students and patrons agree to this and all other policies by

their continuing enrolliment and participation activities and events.

Disruptive Classroom Behavior

Should a faculty member experience disruptive classroom behavior which necessitates assistance, this
situation should be reported immediately to the administrator in charge or to campus security. The
ProvostsPeans of Instration, Vice Presidentf Finance & Administrationgvening Administrators, and
Campus Security Personnel all have the authority to act in these situ@ions. d disciplisady action
ultimately rests with the Provosts. If an adjunct instructor talsegptinary action concerning a student,

the supervisor must be notified.

Employee Conduct

See VCCS Policy Manual, Chaptgrard DHRM Policy Manual or refer to the Websites which are listed

as follows http://www.vccsedu andhttp://www.dhrm.virginia.gov/hrpolicy/policy/poll_60conduct.doc
Code of Ethics
The Southside Virginia Community College Code of Ethics expresses the moral psireiglguidelines

for the conduct of all SVCC employees. The Code also informs the public of the standards of ethical
conduct for which college employees are responsible.

Employees of SVCC should be familiar with the Code, understand its applicatioir poidon and

conduct, and adhere to its principles. Employees should also be familiar with other sources of information
that will assist them in making informed decisions. These include laws, policies, procedures, and
regulations that are relevantttweir work.

The Code of Ethics is not a substitute for the active process of ethical denmhamg. In instances where

a simple or direct application of this Code is not possible, employees should seek clarification and
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assistance from their supervismrother appropriate college official.
Southside Virginia Community College subscribes to the following ethical principles:
1. FAIRNESS
We will be fair and just in our decisions and actions. In order to provide fair and just treatment,
we will carefully weidh the circumstances and variables linked with any decision and make the
best attempt to be consistent and equitable.
Practices deriving from this principle are that:
e Hiring and promotion are fair and just
e Student and employee evaluation is consistent aind f
o Workload is appropriately assigned and equitable compensated.
e Rules and regulations are consistently applied.
e Decisions are based on facts and evidence and not on opinions and prejudices.
e Appropriate support is provided for students and clients.
2. HONESTY
We will maintain a learning and work environment in which we feel secure enough to provide
honest commentary about the operation and management of the organization. From our work in
the classroom to the delivery of administrative and support serweesjll encourage an honest
climate which serves the interests of the institution and protects théeied of all individuals.
We will not use affiliation with the college for personal gain.
Practices deriving from this principle are that:
e Truthfulnesswith other employees and students is demonstrated.
e Accurate accounts of the college are given.
e Internal controls are established and maintained.
¢ Distinction is made between official and private actions.
e Dishonesty is not tolerated.
3. PROFESSIONAL INTEGRITY
We will act in the best interest of our students and clients. We will demonstrate professional
integrity and exemplary behavior in all that we do in and for the college.
Practices deriving from this principle are that:
e The Mission Statement of the colleigaunderstood and supported.
e Conflict of interest and/or the appearance thereof is avoided.
e The professional autonomy of fellow employees is respected.

e Professional best practices are ascertained and followed.
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e Official position is not used to secure plages or advantages.
4, RESPECT
We will demonstrate a high regard for the rights and opinions of others. It is our responsibility to
establish a climate of mutual respect, to protect the rights and freedoms of others, and to be
discreet in dealing with cordential matters.
Practices deriving from this principle are that:
e Students and fellow employees are treated with consideration.
e Collegiality and civility in all activities are observed.
e The privacy and confidentiality of students and employees are sadeguar
e The diversity of all people and their uniqueness of culture, ethnicity, religion, race,
and sexual orientation are respected.
e An environment free from discrimination and harassment is promoted.
5. TRUST
We believe that a healthy organization is builtiust. Trust assumes a community in which
ethical principles are promoted and applied. The development of trust also depends on our ability
to recognize threats to the psychological and /or physical safety of others and to eliminate these
threats by treiing others equitably, fairly, and in a nemploitive manner.
Practices deriving from this principle are that:
e Outside influences are not allowed to interfere with commitment to the college.
e The power inherent in positions of authority is not exploited.
e The competence and integrity of fellow employees are assumed.
e A safe and secure learning and work environment is provided.
e Breaches of the Code of Ethics are not condoned.
(Code of Ethics added to handbook 10/38&& Exhibit 45 for Employee AcknowledgmemtCode of
Ethics)

Employee Dress Code

All Collegeemployees, fulland partime faculty, staff, and administrators are expected to dress in a
manner that is acceptable to the existing standards of a professional setting.

Drug Free Workplace Act

SouthsideVirginia Community Collegés committed to protecting the health, safety, and welfare of the
citizens it serves by assuring that a dftge workplace is maintained and that employees perform their
duties unimpaired by the effects of drugs or alcoholcampliance with local, state and federal laws, the

following is a summary of DHRM Policy 1.05 Alcohol and Other Drugs. For a complete copy please see
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www.dhrm.virginia.gowr request a copy from Human Res@sc

SUMMARY OF THE
COMMONWEALTH OF VIRGINIA'S POLICY ON ALCOHOL AND OTHER DRUGS
The Commonwealth of Virginia's Policy 1.05 on Alcohol and Other Drugs states that the following acts by
employees are prohibited:

l. the unlawful or unauthared manufacture, distribution, dispensation, possession, or akmhbl
and other drugs on the workplace;

II.  the impairment on the workplace from the use of alcohol or other drugs, (except the use of drugs for
legitimate medical purposes);

Ill.  action which results in the criminal conviction for:
- aviolation of any criminal drug law, based upon conduct occurring either on or off the workplace,
- or a violation of any alcoholic beverage control law,
- or law which @verns driving whilentoxicated, based upon condocturring on the workplace;

IV. the failure to report to their supervisors that they have been convicted of any offense, asrdefined
Il above, within five calendar days of the coction.

Included under this policy are all employees in Executive Branch agencies, including the Governor's

Office, Office of the Lieutenant Governor, and the Office of the Attorney General.

The workplace consists of any state owned or leased propeatysite where state employees are
performing official duties.

Any employee who commits any prohibited act under this policy shall be subject to the full range of
disciplinary actions, including discharge, and may by required to participate satigfaatan appropriate
rehabilitation program.

REHABILITATION PROGRAMS

Employees with problems related to the use of alcohol or other drugs are encouraged to seek counseling or
other treatment.

A. Assistance from management
1. Management is encouratj® assist employees seeking counselingtioer treatment.
2. Management should consult with the EAP before referring an elgibygoyee to a
rehabilitation program.
B. Assistance from EAP

1. Eligible employees are encouraged to consult witlEthié todetermine appropriate
rehabilitation programs.

2. The EAP can provide information regarding health insurance covieragghabilitation
programs. Not all programs are licensed, accreditedeegred under employees' health
insurance coverage.

C. Assistance from other agencies
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Employees may contact other agencies, such as the Department of Mental Health, Mental
Retardation and Substance Abuse Services, the Department of Health, the Department of
Rehabilitative Services, and/or Virginia Offiéer Protection and Advocacy.

D. Leaves of absence to seek rehabilitation

1. At the discretion of management, employees may be granted leaves from work to participate in
treatment programs for alcohol and/or other drug use problems.

2. Employees coved under the Virginia Personnel Act (as defined in section Il (A) of Policy
2.20, Types of Employment) may use thagicrued sick leave for treatment programs, as
appropriate, according to Policy 4.55, Sick Leave.

CONTROVERSIAL ISSUES POLICY

SeeSVCC Catalog: Code for Student Rights, Responsibilities and Conduct.

EMERGENCIES

For any emergencies, fire, or accident, injury, or illness, requiring a doctor or ambulance, dial "0"

(operator) and advise tl@&ollegetelephone operator of the troeblThe operator will then alert appropriate
authorities. According to the assistant attorney general for the State of Virginggdd&amaritan laws
of the State of Virginia apply to people@ommunityColleges who administer assistance to injured

persons on an emergency basis only, but do not provide immunity from civil liability to those rendering

assistance to persons who have suddenly become ill. If time permits, an injured person under eighteen (18)

should not be taken to the hospital until pession is obtained from the parents. If the telephone operator
is not on duty, th&ice Presidenbf Finance or Provost should be notified by the personnel responsible for
the facility at that time. FirsAid Kits are located in the following areas:

Building and Grounds Office Science Labs Student Services Technologylabs

Plan for Orderly Evacuation of State Buildings

The Building and Grounds Supetendentwill be designated as Building Warden for each campus during
the day, and secuyiwill assist in evacuation during the evening.

In the event of an emergency necessitating the evacuation of a buildiMiceheresidenof

Finance/Provost will notify the Building Wardens by the most expeditious means. The Building Warden
will in turn notify theStaff and Instructorstarting with the level closest to the source of danger, if known.
The Staff and Instructorwill supervise the evacuation of their individual areas with particular emphasis on
assistance tBisabledpersons. Each facylimember is responsible for assistiDgabledstudents in their

classes to a safe area outside the building.
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The Building Warden will assume a station in the vicinity of the main entrance to the building and will
receive the reports of th&taff and Infuctorswho will report as their Sections are cleared. After receiving
reports from alkectionsthe Building Warden will report to théice Presidenof Finance/Provost that the
building has been evacuated.

It shall be the duty of th¥ice Presidenodf Finance/Provost to station staff at the entrances to the building

on being notified of an emergency necessitating evacuation and to assist in the evacuation. The staff is to
prohibit entrance to the building by other than emergency personnel until nottiiedvise by th&/ice

Presidenbf Finance/Provost and to assist in evacuation by keeping the area adjacent to the entrance clear.
The Building and Grounds Supetendentshall also assist by providing personnel to augment the evacuation
and shall asst in any other way upon request.

On notification that evacuation from the facility is necessary, faculty members and/or other designated
person(s) will assist disabled students to get to the nearest exit.

When a disabled person is in conference wit@ministrator, he or she will bescorted from the building by

that official and/or his designee. Faculty and administrators will utilize the fire escape diagram located in the
corridors of the building as a guide when leaving the facility. Southsidgm&rCommunityCo | | Sertod s
504 Evacuation Plan will become effective immediately. The Section 504 Coordinator will be responsible for
implementing the Plan. For changes and adjustments of the Plan the Section 504 Coordinator will notify all
interesed persons.

Emergency medical service may be obtained at the following facilities:

ChristanngCampus
Alberta Family Health Services Alberta, Virginia 4349496290
CommunityMemorial Hospital ~ South Hill, Virginia 434-447-3151
Southside ReginalHospital Emporia, Virginia 434-634-2000

John H. Daniel Campus
SouthsideCommunityHospital Farmville, Virginia 434-392-8811
Halifax-Regional Hospital South Boston, Virginia 434-517-3100

Christanna Campus Rescue Squad Inforomati

Local rescue squads may be called for Lawrenceville, South Brunswick, South Hill,
Kenbridge, and Emporia @11

John H. Daniel Campus Rescue Squad Information

Local rescue squads may be called for Crewe, Charlotte, Victoria, and Farm9ille at
Where minor injuries occur, first aid kits may be obtained in the following areas:
Building and Grounds Department, Business Office, Provost Office, Laborat@ess) of
I nst r wWfites anch @osnseling Center.
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Local Fire Departments
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Chriganna CampusFire Departments

For Alberta, Lawrenceville, Brodnax, and Dolphin Fire Departments9tall

John H. Daniel CampusFire Departments

For Keysville, Drakes Branch, Crewe, Victoria, and Farmville Fire Department81dall

FIELDTRI PS AND STUDENTSG6 TRANSPORTATI ON

Field trips related to classroom instruction may be used to provide more enriching experience than the normg

classroom activity can provide. Trips for such instructional purposes involving students and/or
instructional gaff shall be approved by the appropriate Campus Provost upon recommendatiob e
Instruction Requests for approval should be made on the Field Trip Approval (Sae&xhibit 6).
Participants going on @ollegesponsored trip should sign éssumption of the Risk ForfiSeeExhibit 7).

This form should be turned in to the Provost's Office.

INCLEMENT WEATHER POLICY

Decision to Close

The decision to cancel classes and activities or to change work schedules is made by the Presidéet and/or
Provosts.

Announcements

In the event it is judged necessary to cancel classes or opEnltbgeor a campus late, the decision will be
placed on a recording at each canipusain telephone number and announced over radio/TV stations serving
the Collegeregion. The announcement will be called to the following radio/TV stations as soon as a decision i
madé:

Radio Station AM FM
WKLYV - Blackstone 1440 93.5 (WBBC)
WEVA - Emporia 860
WFLO - Farmville 870 95.7
WRVA - Richmond 1140
WHLF - South Boston 1400 95.3 (WJLC)
WSHY - South Hill 1370 101.9 (WKSK)
*When we can get through to them.

TV Station
WWBT Channel 12 NBC Richmond
WSET Channel 13 ABC  Lynchbug
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Late openings will be announced as followsCdllegeor campus name) will open__ hour(s) late today.
classes have been canceled. Faculty and staff should report ata.m.” If classes are rescheduled to begin at
10:00a.m., the day will begin with the 10:00 a.m. classes rather than operating on a compressed schedule or|
having 8:00 a.m. meet at 10:00 a.m. However, the daily schedule will be adjusted as needed to compensate for
classes which are canceled repeatedly.

NOTE: Radio and TV Stations WILL NOT announce that classes are meeting as schedulgley will

only announce cancellations or late openings.

Transportation Difficulties

Students and employees should exercise personal judgment in determining if weathemsoaditunsafe for
traveling to class or work. In the event fBellegedoes not close, employees should aseumulated leave and
should make up missed work.
All Day Closings
A non-designated employee will be paid for the hours that he/she was scteedwlek during an authorized
closing, if he/she worked or took paid leave the day before and the day after the authorized closing.
Designated employees are exempt andexampt employees who are required to work during an authorized
closing because thgnositions have been designated as essential to agency operations during emergencies.
e Exempt and nomexempt employees are paid their regular rate of pay for hours worked.
e Employees are granted compensatory time for hours worked during authorized closings
up to the maximum number of hours of their normal work shifts whether or not the
aut horized closing occurs during the empl
whether or not the authorized closing is for an entire or partial work shift. (See DHRM

Policy 3.10 Compensatory Leave.)

All hours worked in a work week, including hours worked during an authorized closing, will be counted for
purposes of determining if overtime pay is warranted forexempt employees.
Designated employees that are expecteeport during inclement weather closings are as follows:
Housekeepers/Custodial Workers
Trades Technician Ill
Trades Managd
Receptionist are responsible for making a voice mail message appropriate for the closing and contacting radi

(@)

and TV stations.
Employees other than designated personnel who report to work during periods of authorized closings as a regult

in

of not having heard the closing announcement shall not normally be credited with compensatory leave except
extenuating circumstances and ugmproval of the President.

Partial Closings
When inclement weather conditions result in AUTHORIZED changes in the work schedule, such as late
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openings, or early closing, employees will be paid for such AUTHORIZED absences or delays. To qualify for
such mymern a nordesignated employee will be paid for the hours that he/she was scheduled to work during
an authorized closing if he/she worked or took paid leave the day before and the day after the authorized
closing.

Any scheduled hours not worked by a raesignated employee while the agency was open must be charged to
personal leave or leave without pay.

Designated personnel required to work during such periods of authorized closings will be credited with
compensatory leave or overtime leave (whicheverapgate) for hours worked during such periods. For

addition information please refer to DHRM Polity85 Emergency Closings.
http://www.dhrm.virginia.gov/hrpolicy/policy/poll

Essentiapersonnel required to work during such periods of authorized closings will be credited with
compensatory leave or overtime leave (whichever appropriate) for hours worked during such periods.

Closings on Employee's Day Off

Employees whose scheduled "d=f/" falls on a day when theollegeor Campus is closed will not be

credited with compensatory leave.

INDEPENDENT STUDY

Independent study is generally discouragedadtilty feelsthat independent study is warranted, prior approval

andprocedures for such must be obtained fromDban of Instructiomnd Provost.

KEYS

All keys will be issued to employees upon the written approval of their supervisor and the appropriate
administrator (Provost, President, Director of Student Servicé4ce President of FinangeAll keys shall be
issued directly to the employdés the Buildings and Grounds Supetendenton each campysvhichare
responsible for maintaining a record of keys that have been iqSesmExhibit 9) Employees will sig for all
keys issued to them. Grand Master keys will only be issued upon the Provosts \dice fRresidenof
Finance & Administrationés approval

Security of the building, materials, and equipment is a responsibility of all who are issued aysegrd<rot to
be duplicated or altered under any circumstances. If a duplicate key is needed, it will be issued in the same W
as the original key. Keys that are lost or stolen should be reported in writing immediately/icetReesident
of Finan@ ard Administrative Services through the supervisor. Students will not be issued master keys.
Upon termination of employment with ti@ollege the employee is responsible for returning all keys to the
Buildings and Grounds Supetendentprior to his/ her degrture. The final salary check will be encumbered

until keysand othelCollegepropertyhave been returned or are accounted for.
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2.13 LEARNING RESOURCE SERVICES

Daniel Campus Key Issuance Policy

All employees requiring keys are to have their Supervisor or Department Head requeshintavitie Provost

the key needed. The approval or disapproval will be forwarded to the B & G Superintendent and he/she will
i ssue the key along with a signature card. The
At the separationf employment from th€ollege the key will be returned to the Physical Plant Office and the

signature card will be dated and initialed by the B & G Superintendent when the key is returned.

Mission Statement

To collect,preserve, and provide access to information resources which support the instructional, educational
outreach programs, and mission of Southside VirgdoenmunityCollege as wel | as enhan
skills in locating, evaluating and using all &gof information including print, audiovisual, online databases

and the Internet. With these skills, students will be successful in the programs of their choice: academic,
technical, and vocational and workforce development, as well as becoming lifeéongrks.

Vision Statement

We believe that the Libraries 8buthside Virginia Community Collegee the intellectual crossroads
for the community college. Therefore, it is the vision of the College Libraries to provide a comprehensive arrg
of informaton services in a friendly, dowimome atmosphere. Through the cooperation and teamwork of
faculty, staff, students and the community, our goal of success for all will be realized.

Policies

Policies, hours and information can be viewed orLfR8 website.Online formsare available for commonly
used library services.

Electronic Resources Policy

The LRS provides full access to the Interw@hout filtering its content for academic and research purposes.
Children under sixteen are not permitted to access the Internet without parental sup&twisioifd can be

left unsupervised by a parent or guardian in the library. The LRS does not mawir or control information
accessible through the Internet and is not responsible for its content. Patrons are encouraged to critically
evaluate information found on the Internet. At times when Internet usage is heavy, the LRS reserves the right
limit the time a patron may take for a single session. The LRS may also close the computer labs for
bibliographic instruction, equipment failure, or other reasons without notice.

TheCollection Development Policis available on the web.

Intellectual Freedom Statement

The LRS fully supports t CedeAfbthicsliibcasy Bill df Ridhts andFyeeddra s o
to Read statemenit is the responsibility of the Library Supervisor to include materials representing all points
of view in the collection. TheRS does not necessarily endorse the ideas found in the collection. Patrons may
request the Library consider a material for withdrawal from the collection by completing a request form. The
Library staff will promptly review any requests. If the staff carmaach a resolution, the Library Advisory
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Commi ttee wil/l me et to reach a decision. The LRS
Intellectual Freedom Manual

Exhibition Policy

The libraries feature art shows and displays from tmrténte. The college is not responsible for purchase or
replacement in case damagehowever every effort is made to protect art on display.

Testing in the Library

Tests will be distributed in the library when a faculty member is not able to administestthimself.
Tests will be given on the day and time the class usually meets. The entire class will take the test at the same
time. Faculty are required to provide 24 hours notice and to complete the Test Instructions Form.

Tests are given for Intern€lasses with the same provisions: 24 hours notice and completion of the Test
Instruction Form. If a student misses a regularly scheduled test and needs to make it up, the instructor will
assign a date and time for the teBhe library will not accept any tests with the following instructions:"the
student can take the test anytime next weEk& Library distributes and collects testthe staff does not

proctor tests. If the faculty member wants a test to be proctored, he/she needs to make otbaremtzng

2.14 LOST AND FOUND
Personal articles found should be turned in at the receptionist's desRolldgedoes not assume

responsibility for lost personal property.

2.15 MAIL SERVICE

The incoming mail is sorted and distributed by the receptioFligt.mailboxes are located in the reception area.

Adjunct faculty mailboxes are located in the library on each campus andcdt taenpus locationsThe
outgoing mail is received by the receptionist by 3:00 p.m. each day. The receptionist will seerecagadct
person for mail and supply delivery between campuses. Personal mail can be mailed if correct postage is
affixed and the mail is placed in the outgoing mailbéxljunct mailboxes for those teaching on campus are

located in the LRC on each cangpu

2.16 MAINTENANCE REQUESTS

Maintenance requests and custodial services are under the supervisioWioétReesidenof Finance and

Administration. The buildings are on a regular cleaning schedule. If special attention is required for a particular
area or classroom, notice to this effect should be given in writing on a maintenance request form through the
department head to théce Presidenbf Finance and Administration who then reviews and sends to the
appropriate Buildings &rounds Supéntendent Any emergency requiring maintenance such as faulty
plumbing, lack of heat, air conditioning malfunction, or electrical failure should be reported to the Building and
Grounds Supémntendentfor immediate actionAs a general guideline a written mainteoamequest is not

needed for items that take 15 minutes or less to perf@@me Exhibit 10).
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NEWS RELEASES

All news releases, flyers, posters, letters for mass mailing, brochures, ads, photographs, stickers, etc. need tp be

approved by the PublRelations Coordinator before released to the public. A finished copy of all the above

should be given to the Office of Public Relations. All inquiries from the media should be directed to the Publi¢

Relations Coordinator. The Public Relations Coordainaill then be responsible for making sure that the
proper person provides the correct information. This will allow us to monitor the media's interesTafi¢lge
Whenever possible, drafts of news releases should be submitted to the Office of Blatian& for editing and
additions rather than the Public Relations Coordinator having to research each news release to find the
appropriate information. Deadlines and guidelines have been established to ensure that news releases are is
at the best tira.

Money to pay for printing of the cluster program brochures is included in the Public Relations Office budget;
however, no funds have been allocated in the Public Information Office budget for brochures about individual
academic departments. Faculty memsdmay use their department's funds to pay for specialized brochures onc
the project has been approved by Breans of InstructionFaculty members should then work with the Public

Information Specialist to develop the brochure.

PARKING OF MOTOR VE HICLES

Parking zones are clearly marked on each campus for students, employees, visiisalaledpersons.

Students are expected to observe all parking regulations and traffic safety rules and place a parking sticker o
ther ear wi nd o w sideof thelvehiclelhesewvsticke® are available in the admissions dffice
students and in the Vice President of Finance office for emplofeearning will be issued for a firdtme

violation of theCollegeparking regulations, and secotithe violaors will receive a $25.00 fine. Thitime

violators may have their vehicle towed at their expense. Students and staff are not tdpsakledparking

spaces unless they habesabledlicense plates on their vehicles. Faculty and staff are authdazeket

offenders.

PERSONAL USE OF FACILITIES AND SERVICE

Employee Use Collegefacilities and services exist ultimately for instructional purposes. Thus,

Collegeemployees (faculty, administratioand classifiedtaff) may use these
facilities and services on a personal basis only if they have the prior approval of their
supervisor and the campus Provost and if the facility or service is available on the
same basis to the general public.

Public Availability - Questions about public accessw@vices and facilities should be directed, first, to

the supervisor responsible for them, and if no policy exists, to the office of the

Provost. Public access to facilities is determined by consideration such as amount
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and type of supervision necessasgfety, fragility, use on or off campus, potential
for abuse and wear, whether commercial profit will be gained, and whether it is

heavily used in instruction.

Offices - Normal office furnishings and offices are excluded from this provision.
Shops aw Labs - Employees may use shops and labs for which they are directly responsible provided

such use is intended to improve professional skill and knowledge related to their
work assignments (job descriptions) or to satisfy the criteria by which they are
evaluated. Students should not use the labs without the expressed consent of their

instructor and without proper supervision.
PUBLIC VISITATION/TELEPHONE CONTACTS

All day visitors should check in with the receptionist on each campusCaltkegehasno facilities to provide

care for the children of students or visitors. Children cannot be left unattended in the buildings, in parked car
or on the grounds.

It is difficult for people outside th€ollegeto contact students and faculty either by thtape or by visitation.

The Collegecan assume no responsibility for making such contacts, but in case of emergency, every attempt
will be made to reach the concerned individual. It is suggested that faculty members leave word with the

receptionist where #y may be located when they are expecting visitors or telephone calls.
RESERVATION OF COLLEGE FACILITIES

Reservation o€ollegefacilities is made through the office of the campus provost. Anyone Gsithege

facilities must complete and sigriabilities Release Agreement form (See Exhidif. Fees and use

requirements are given in detailts section an&xhibit 12

Usage of Facilities Policy and Procedure

General Information

Southside Virginia Community College (SVCC) makes its faedi available for use by groups and
organizations on a firastome, firstserved basis. College facilities are available for use by community
organi zations for functions consi stent wi t-pnofit t h e
community organizations, governmental agencies, and business/industry partners at a mininpalasdt
custodial feelndividuals may request the use of campus facilities if consistent with the usage policies set for
in these guidelines. Business and Industryneasmay use SVCC facilities for igervice training and related
functions. However, the college does not normally allow usage of its facilities for-pafing events by
outside groupsSVCC does not rent its facilities for any purpos8VCC reservethe right to deny use of its

facilities for reasons deemed sufficient by the College.

Types of Facilities & Resources Available

Whenever possible and practical, the following facilities are available for use:
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. College grounds

A Lake/Picnic areas

A Outdoor atletic fields

A Parking lots

. Workforce Development Centers

A Auditorium/Stage

. Conference rooms

. Lecture, Computer and Electronic Classrooms
. Tables and Chairs (with building use)

. Audiovisual equipment (with building use)

The educational and emurricular adwities at Southside Virginia Community College take poesece in

assignment of all space in buildings and on the grounds of the campus.

Facilities Use Fees

Public Use

Auditorium: $200 per day
Large Classroom: $50 per day
Small Classroom: $35 per day
Computer Lab $75 per day
Kitchen: $50 per day
Private Use

Auditorium: $400 per day
Large Classroom: $100 per day
Small Classroom: $ 80 per day
Computer Lab $150 per day
Kitchen: $100 per day

All users wil be charged a setup, cleanup, and/or security fee of $100. Extensive cleanup needs will result
additional charges at $15 per persaur.

The College reserves the right to require an advance security deposit from external groups using the cam
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facility.
Facility users who have outstanding debts to the College may not use College facilities until payment for thase

debts has been received.

Scheduling Procedure
Official facilities reservations are made through the Administrative Assistant in tloe ©ffthe Provost.

Once an event is placed on the collegebds master |sc

completedracilities Reservation Form

Arrangements for any room sep, audievisual equipment, etc. must be indicated l& time the room
reservation is made and/or at least ten (10) working days prior to the event. The college may not be able to

honor late requests.

Use of collegeowned audievisual equipment may require college personnel to set up and operate. If sq,

additional charges will be applied at a rate of $15 per penson.

In unusual circumstances, cancellation of a scheduled event may be necessary to accommodateduktd
college activity. The cancelled event may be rescheduled as facility aviilabibws. If other adequate

facilities are available on campus, the group may be moved in order to avoid canceling the event.

Facilities Reservation Form

(0]

Campus facilities may bEacilities Reservattod Foums iThisgfornt must bc o |
completed and signed by a representative of the user group. Information pertainingpgaoesptirements and

audiovisual needs should be noted on the Facilities Reservation Form. In the event that audiovisual or other
equipment is not available, the uggoup will be expected to provide its own audiovisual or public address
equipment. The completed Facilities Reservation Form must be returned to the college at least ten (10) working

days prior to the event.

Types of Events and Limitations
S V C C 6 stiedf ase@vailable for a variety of events, including receptions, reunions, meetings, workshops and

seminars. Classrooms may be used only during times when classes are not scheduled. Athletic fields may be
used except during those times when otherwisedsdbe by SVCC. The softball field, baseball field, tennis
courts, etc. may not be used for tournaments when an entrance fee is charged, unless the event is sponsoref by ¢
recognized charitable organization and all revenue in excess of expenses is dondisd organization.

Entrance fees may be charged by the college and approved organiz&danis courts may be used by
individuals on a firstome, firstserved basis when no SVCC classes or team practices are scheduled. Overnight
camping is not allowedn the college groundexcept for collegapproved eventLollege facilities may be

used by local businesses and industries f@eivice training and related programs.
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Activities shall not be discriminatory or abusive of others by reasons of ageretigious beliefs, national

origin or handicap.

The College is required to maintain a Auertisan status in political campaigns; therefore, all political parties
shall be given equal opportunity to sponsorcampus rallies so long as all Collegeuiggments are met.

Users are required to conform to the Code of Virginia with respect to all event activities.

Fees Which May be Charged by User Groups
Admission may be charged for events sponsored bypnofit users when all proceeds will be used ¢méfit
the sponsoring organitian. Freewill collections may be taken if all donations will be used solely for the benefit

of the nonprofit organization.

Program Identification
Sponsoring individuals or organizations using SVCC facilities may nothes8outhside Virginia Commity
College name or logo in association with the external program to state or imply SVCC sponsorship, cooperative

programming, or endorsement.

Advertising
Sout hside Virginia Community CioddVerigsing 6rsnarkettngngograms, | |0 g ¢

except as approved by the college or as needed to indicate event locations.

Library Use
Area citizens are encouraged to use the SVCC library, as are registered students.

Liability

Sponsoring individuals and orgaations are responsible for the conduct of their guests while in SVCC
managed facilities. Users must agree to assume full responsibility for liability, injury or damage to persons|or
property. A statement of insurance covering use of the facility magchgred prior to use. SVCC accepts no

liability for |l oss or damage of users6 personal Dr o

Refreshments and Other Services
Food and refreshments may be served in SVCC facilities. The user group is responsible for providing
refreshments, cleanuplagement of trash in containers, and for repair of any damaged or soiled furniture, floors
or walls. The user group is also responsible for the cleanup of any outdoor areas which are utilized. College
personnel will not assume responsibility for any aspédbod and refreshment service. The user group must

provide items such as tablecloths, water pitchers, eating and cooking utensils, glasses, paper products, etc.
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Parking
Ample parking is available around the SVCC campus. During week days, outsighs gireould avoid parking
in yellow curb zones which are reserved for the college faculty and staff. Handicap spaces are clearly marked

and should be utilized only by vehicles bearing official handicapped driver designation.

Security

The facility user igesponsible for security needs of events and must provide Calfgmeved security if the
group wishes to use the facility overnight and plans to keep items of value in the facility. The College accepts
no liability for loss of damage to such items ay dime. The facility user shall provide Collegpproved
police service for crowd control if the College anticipates the need for such control. The cost of such

protections is in addition to any space utilization fees.

Distribution of Information on Cam pus
The Provost on each campus is responsible for reviewing each request for posting of information by groups
external to the college and determining the manner, time and place for the distribution so as to avoid

interference with the educational missidrttee college.
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Southside Virginia Community College
FACILITIES RESERVATION FORM

Location of Facility Requested:

Organization Todaybs_ Dat e
Date(s)Needed

Purpose of Event

Time Needed SetUp/CleanUp to Actual Hours of Event to

Estimated Number of Participants
Facilities Requested

WDC
WDC
WDC

Name / Type Meeting

Baseball/Softball Field
Classroom
Other List Other

SetUp Preference
Theatre Style (row seating)
Classroom Style (tables and chairs)
Other
Stage curtains:
Stage Seup

Open Closed

Special Request
"U" Shape Conference
Center Tal#: Conference Buffet
Theatre Style Classroom Style
Other
*Submit a Floor Plan Drawing if Necessary

Ancillary/Special Needs:

Head Table Registration Table

Lectern Display Table

P.A. System Refreshment Table

Marking board Parking Spaces
Other Flip Chart

Audio-Visual Equipment:
Overhead Projector Slide Projector

Screen TV/VCR/DVD
Computer LCD Projector
Other:

Organization Address

Telephone: Business FAX

E-Mail Address

| Please note: No catering, food, or beverages are provided by SVCC. |

Please Sign Form and Return to Confirm these Arrangements. Thank you.

Contact of Responsible Agent: Signature: Date: =
SVCC Rep.: Signature: Date: ___
The Following for Office Use Only:
, Provost Date:
Comments:
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2.2

2.23

2.24

2.5

SAFETY

Safety is the responsibility of allollegeemployees and everyone is expected to adhere to safety regulations.
Faculty membex shall instruct students in the proper safety precautions for all equipmenCollégehas a
safety manual which is availableonliaes a | i nk on SW\W3.9css.etiucdichen cpreert e ;
students andelect Safety Plan from the drdpwn. The Collegealso has a safety committee made up of

Collegewide representation that meets twice a year to discuss various safety issues.

SMOKING, EATING, AND DRINKING POLICY

Food and beverages are permittethim student loungef-ood and beverages are not permitted in

classrooms, laboratories, or libraries. Smoking is not allowed in the buildings.

USE OFCOLLEGE FACILITIES WHEN COLLEGE IS CLOSED

A student or individual other than a filline employee wh needs to us€ollegefacilities when theCollegeis

closed or when unaccompanied by a-fitie employee must get a building pass which has been approved by
the instructor or staff member supervising the activity involved and from the appropriate srdinieis

supervisor. This pass may be granted on atiome basis or for an extended period not to exceed the end of the
semester in which the pass is issu@dllegeequipment used after hours by individuals other than employees is
not allowed

Copies ofthe Building Pass (See Exhil@)f may be obtained from secretaries, receptionist, or the business
office. When theCollegeis closed individuals requiring a building pass should present their copy to the
housekeeping or security personnel on duty. Tipeaying administrator should submit a copy of the

approved building pass to the building and grounds supervisor.

Communityand other outside groups wishing to use the buildings need to sign a Liability Release Agreement
form (See Exhibitl1) along with he Facility Fees and Use Requirements Pdbegsection 2.21 &xhibit

12) and schedule this through the Provost's Secretary's Office.

TELEPHONES

The College uses a VOIP phone system which routes calls over the internet and greatly reducesishone c

A Collegeemployee, wishing to place a business call within the 48 United States, should utilize a line that is
tied into theCollegeVOIP System This system may be accessed by dialiig(8rea code if outsidecal

area and at off campus sit@xl the number). Individual extensions between J.H. Daniel and Christanna
Campuses may be accessedilaing theindividual's extension number.

Incoming Collect Calls
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Long distance calls coming into an individual which are collect can be acceptedtentpafindividual has

been called on his extension and gives assurance that it is an official call and one that is authorized or will be
authorized.

Personal Calls

The Collegedoes notllow personal phone calécept in the case of an emergeriegrsonblong distance

calls should be billed to faculty or staff memhéro placed the callA monthly phonesall report isreviewed

by the receptionist and the Vice President of Finance.

Conference Calls

Collegecommittees wishing to meet without travelingrfr@ne campus to the other may use the conference
phones, connected to the direct line between the two campuses.

Fax Machines

The Collegefax machines are not open to the general pul@licllegeemployees may use the fax for personal
transmissions at thate of $1.00 per page provided that the transmission is in Virginia. Transmissions made

outside the state may be more based on the calling rates to that area.
TRAVEL

The Collegewill reimburse individuals traveling on offici&ollegebusiness for r@sonable and necessary

expenses incurred. Complete travel regulations can be founslvatioa.virginia.gowy clicking on the

CAPP manual and going to topic 20335 State Travel Regulations.

Mileage Rates

Employees are reimbursed for using personallyned vehicles when Statevned vehicles are not available

or it is cost beneficial to th€ollege If electing to use a personal vehicle for the convenience of the employee,
reimbursement is at a lesser ra@urrent IRS Rate when personal vehicle is cost justified or State vehicle is
unavailable.$.246 milewhen personal vehicle is used for convenience of empldydiee higher mileage

rate is used for reimbursement, tbellegerequires documentation statingstate vehicle was not available or
that the personal vehicle was cost justified be attached to the travel reimbursement voucher. A copy of the
mileage form can be found Exhibit 13.

Cost Benefit Analysis

Per State regulations, agencies must use #eosfit analysis to determine whether a Stateed/OFMS

rental or a personalgwned vehicle should be used for official State trayEhterprise has the State Rental

Car Contract for ShoiTerm Travel.) TheCollegeconsiders a personal vehicle todmest justified in the

following circumstances:

e Occasional travel for distances upl@0 miles a day
e For overnight travel, consider the average daily mileage over the period the State vehicleg
would otherwise be needed.
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e Constant daily routine travel
e In cases where the distance traveled is less if the employee leaves from home rather tha
coming to base point to pick up state vehicle.

For all other circumstances, the OFMS Trip Calculator should be used routinely to determine the Enterprise
vehicle cost fothe cost benefit analysi©ther factors to consider in the cost benefit analysis are:

e Distance to the nearest Enterprise location and the hours of operation

e Administrative time required to obtain the Enterprise rental car

e The type of vehicle required dithe number of travelers

The President or his designee (Vice President of Finance and Administrative Services) is authorized to apprg
the IRS rate in lieu of the Enterprise contract when a personally owned vehicle is determined to be cost
beneficial tothe agency.The justification and approval must be documented and attached to the Travel
Reimbursement Voucher. (Exhibit 31)

Commuting Mileage

Employees are not, however, reimbursed under any circumstance for commuting mileage which is the distan
travel ed bet ween t he empl oyAnerdployee es only leerassignechonedbaske pomte
which is the place, office or building where the traveler performs most of his/her duties on a routine basis.
Multiple base points are not allowed. @muting mileage must be deducted from total travel mileage to
calculate reimbursable mileagewever, it is not deducted when an employee is required to work on a
Saturday, Sunday or a holiday that is not a scheduled workdayel routing, by whatever @ans, shall be

the most direct practicable route.

Airline and Amtrak Tickets

There is a mandatory state contract for purchase of airline and Amtrak tickets. You must have a purchase
order number before calling the travel agency thaCibiéegecurrentlyhas a contract with.

Rental Cars

Enterprise has the state contract for short term reatalslltravelers needing to rent a car meefer to

Section 220 of the State Travel Regulations Guide for restrictions and policies set forth by Department
Accouwnt.

Per Diem Rates

Lodging and meals may be reimbursed when travel:i
official station. Advance payment of hotel/motedoenses are discouraged but if necessary a prepayment of
one ni ght 6afowédo Thd odgirm/M&IE Rer Diem Guideline Table found in the CAPP

manual, topic 20335 State Travel Regulations lists the lodging rates$tatim and selected Oot-State

cities as well as daily meal stipends. B@0 per day flat incidental ratehich is to cover tips, person phone
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calls, laundry and transportation between lodging or business and places where meals may be taken is incluged
for each day. An itemized lodging bill received at time of checkout is required to be submitted withethe trav
reimbursement voucher. Exceptions to the lodging rate up to 50% above the guidelines are allowed if
approved in advance by ti@ollegePresident or his/her designee.

Meal expense reimbursements must involve overnight stay unless the employee [Ffiagiti a business

meal or is claiming an overtime meal. Business meals must involve bona fide business discussions and must
be approved by the President or designee. The original receipt must be included with the travel reimbursement
voucher as wellsa list by name of all persons involved in the meal and the reason for the meal. If the
reimbursement is for a group of conference participants, identify the number of people fed and an explanation
of additional meals (such as coverage of wal). Theexpense must be reimbursed for the actual expenses
up to the amount in the applicable meal in the M&IE Rate Table. An exception may be granted if authorized
by the President or designee with sufficient justification and the original, itemized receigidsmess meal
reimbursement up to 50% above the guidelinés. business meal is claimed during overnight travel, the

per diem allowance applicable to the business meal must be clearly excluded from the daily reimbursement.
To figure the per diem radetheCollegeh a s t h er Bi¢maGaleutater online undemww.sv.vces.edu

in Blackboard.

The Division of Purchases and Supply (DPS) has entered into Lodging contracts with various hotel chains

(www.eVA.state.va.us

Use of the internet to purchase travel services is allowed; however, the traveler must comply with procurement
guidelines. Suggested sites are:

Priceline.com

Expedia.com

Orbitz.com

Travelocity.com
The following methods may be used to pay for services via the Internet:
GE MasterCard Travel Card (These are issued in the name of the individual and individuals are billed directly
and are responsible for timely payment.) Any travel can be charged wrékit card.Agency GE Master
Purchase Charge Card (SPCC) can only be used to purchase transportation tickets (i.e. rail, air or bus)
Personal credit card (individual will be reimbursed through submission of travel reimbursement voucher)
Travel credits, reduced rates or free service must accrue to the Commonwealth. Any such credit must
be reported to the agency fiscal officer and must be deducted from tt@mount of travel expenses

claimed.
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USE OFCOLLEGE VEHICLES

When travel becomes necessargeason should first check with the campus receptionist in advance to

schedule a state vehicleThese vehicles agenerallyissued on a firstome first- servel basis but may also
be based on the distance travelgth those having longer distancesgim having priority. Pool carshould

not be used if the vehicle will be gone more than tineekdays In rare cases the Provost may approve an
exception to this policyAnyone using a state vehiabeust sign out for it and besponsible for gassing i
when necessaryk-or extended trips the employee can sign out a gas credit card assigned to that vehicle when
they sign out for the keys. The cardistbe returned with the keyH.a state vehicle is not available, an
individual may be reimbursed fdne use of his or her private vehicle at the state mileage reimbursement rate.
Thecurrentreimbursement rates are (1) state vehicle is not available for dates requested 58.5 cents/mile; (2)
state vehicle was available ortmequested, 24.6 cents/mile;da(8) personal vehicle usédcost beneficial to

State, B cents/mile(see Exhibit 13)The guidelines for intecampus transportation are as follows:

In general, it is the employee's responsibility to furnish transportation to and from the asgigkest for

each day's employment, and e | | eegpenSikility to furnish transportation for business purposes during
the workday.

The general guidelines for ti@ollegebeing obligated t@rovidetransportation between campusesmited

to those emplgeeswho are dual campus aho werehired to work one campus and subsequently reassigned
to both campuses

The car pool from Alberta to Keysville and return is scheduled iesdayandThursday The car pool

leaves aB:30 a.m. andeturns a#:30 p.m.This is open on a space available basis to any employee.

The Collegewill continue to furnish transportation for special assignments, meetings, or events (including
those requiring travel between campuses) as necessary for all employees.

Teaching facuit assigned to teach at locations other than their prinvaristationswill be providedCollege
sponsored transportation froGollegeto theworkstationas coordinated individually through the Provosts.
Problems regarding the assignment of state cardaghbe brought to th¥ice Presidentf Finance &
Administration.

Use of Safety Belts by State Employees

All state employees arequired to use front seat safety beltsl recommended to use back seat safety belts
when conducting official state busingssither stateowned or privatelyowned vehicles.

Operation of Stat®wned Vehicles

A state vehicle may only be used for official state business. Any state employee may request one for this
purpose, as well as any ngtate employee as long as suchsparis a volunteer on official state business.

Any passengers in the car must also be on official state busira@ssly members of state employees are
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permitted to ride in fleet vehicles only when travel is directly related to official state business.

Drivers should nopick up any hitchhikers while in a stav&ned vehicle.Drivers camaid citizens that need
assistance.

Any traffic violations and/or fines that result dreh e e mppérsoyakres@onsibility.

There is a list of service and repairifdies in the glove compartment of each state vehicle. If the vehicle
needs servicing, oil/maintenance checks, or fuel, take it to one of these facilities first if possible.

If a state vehicle imvolved in an accident, call the State Police immediatBo not leave the scene of the
accident. The State Police must always be called, regardless of the amount of damage or who is at fault. Af
conferring with the State Police, if the car can still be driven, call the nearest Dept. of Transpatdtignd
see if it can be serviced there. In cases of emergency, it may be taken to a commercial serviddecaumter
to obtain antemized statement of any service to the car. Submit this statenteetappropriate Building and
Grounds superviso

Any repairs due to the driverods negligence, | ack

Classified EmployeesHours of Work

The workweek at SVCC starts on Friday and continues through Thursday of the following week. The normal
work schedule is 8:00 AM to 4:30 PM with 30 minutes for lunch. Some positions have different work
schedules. Check with your supervisor for the work schedule forpgsition. Your supervisor may adjust

your work schedule to meet the needs of the ageRajl-time classified employees are expecteditok a

minimum of 40 hours within a workweek for full pay for that pay period.

The requirement to work 40 hours in a week does not include the time taken for lunch period. The lunch
period is unpaid timeral, regardless of its length, cannot be included in thieot® work period. Supervisors

are responsible for the scheduling of paid and unpaid hours for their employees in a workday insuring that
services are provided tollegeconstituencies with reasahle flexibility in the work schedules of employees.
Employees who work at least six consecutive hours shall be afforded a lunch period. Supervisers of non

exempt employees must observe the Fair Labor Standards Act in the application of hours worked.

Workweek Policy

It is the policy of Southside Virginia Community College not to allow telecommuting. During the regular
academic calendar year, college administration and staff are required to work a five (5) day workweek.

Exceptions may be requedtby the administration when they are beneficial to the college.
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Classified Staff Work Breaks
For most jobs, an unpaid lunch break of 30 to 60 minutes (45 minutes is typical) is required. In addition two

15-minute breaks are provided, one morning anel afternoon, which are part of the paid day. These breaks
are optional and may not be used to cover missed time or to extend the lunch period.
Refer to DHRM Policy 1.25, Hours of Work

Time Sheetsand Leave Approval

Timesheets Non-Exempt classified empj@es who are designated as fxempt are required to complete a
Weekly TimesheefSeeExhibit 14) each week which reflects scheduled hours, hours actually worked and
leave approved in advance. Signed original timesheets are due at thecaodveéek.

L eave Approval The Commonwealth provides paid leave time to employees for a variety of reasons. The
various types of leave are outlined in this handbook, in DHRM Policy and VCCS Policy. Refer to the specific
policies for more detailed information. Inrgeal, all leave must be scheduled in advance and approved by the
Supervisor. Ask yauSupervisor about your department policies and procedures for scheduling and approval
of leave. As stated in 2.30 A., leave taken by-apempt classified employeesreported on th&VCCNon

Exempt Weekly Timesheet. Exempt employees (to include Faculty and Administrators) must submit a Leave

Activity Reporting Form F8 (see exhibitl5) Usea separate leave reporting form for each period.

Overtime Leave In very rarecase employees may be asked to work beyond the normal work week. This is
generally limited to graduation day and registration. The College does no pay for overtime but does grant

overtime leave. This must be approwadtad of time by the supervisor.

Employee RetirementPlans

Virginia Retirement System (VRS)

Membership in the Virginia Retirement System, a Defined Benefit plan, is a condition of employment for
eligible employees of participating employers. All ftithe, salaried classified and faculyembers are

eligible for membership in the Virginia Retirement System.

Eligibility

VRS members are eligible for full retirement benefits at age 65 with at least five years of service or at age 50
with at least 30 years of service. Members may retiraidg & age 55 with at least five years of creditable
service or as early as age 50 with at least 10 years of service.

Optional Retirement Plan (ORP)

New faculty members and administrative faculty have the option to participate in the VRS Optional
Retiremat Plan for Higher Education rather than the VRS Defined Benefit Plan. Under the Optional
Retirement Plan, your retirement benefit is based on contributions and the investment gains and loses on tho

contributions. Generally, this type of plan is moeetable than the defined benefit plan. If you are a new
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employee eligible to sect this plan, please read the handout available from Human Resources, or online at

www.varetire.org Choosing Your Retirement Plan, earlly before making your selection.

Service Awards

It is the Commonweal thds objective to recognize
service awards program. Seefartment of Human Resource Managemérd | i cy # 1s.fotlength A wa
of Servic® at www.dhrm.virginia.gov

Employee Suggestion Program

Commonweal th of Virginiads program to promote ag
employees can be recognized and war ded f or adopted ideas that i mgq
gover nment 6s Depgarmer of HomarsResource &anagenpent! i cy #1. 21 AEmMmMp
Suggestion Progradrat www.dhrm.virginia.gov.

Fair Labor Standards Act and Overtime Leave

TheFair Labor Standards Actrequires that State employees, except those considered exempt from the law,
be paid one and ortealf times their usual hourly rates for any hours worked in excess of thastat@hour
workweek or to received overtime leave at a rate of one antialhbours for each overtime hour worked.
Admini strative, executive and professional empl o

not entitled to overtime copensation.

Non-exempt employeesre typically in Bands 1, 2 and 3 (however position exemptions are determined on a
case by case basis); all wage employees and all other employees in approved positions. Overtime
compensation is paid at a rate of time atdih when an employee physically works more than 40 hours in the
seven day work period. The seven day work period begins at 12:01 a.m. each Friday and ends at 12:00
midnight each Thursday.

Managmenthasthei ght t o r eschedul ethaempleyagthasavgriced éxtsa hours ink d a
the pay period. Employees will be given as much advance notice as possible of any schedule adjustments
whet her the adjustments are whole or partial day
be taken into consideration when making schedule adjustments.

Employees who have taken leave in the work week and worked extra hours may request to use these hours
compensation in lieu of approved sick, annual, family personal or compensatory leave.

Itis Sout hsidebés policy that hours physically work
work week by a noexempt employee will be compensated as Overtime leave in accordance with DHRM
policies.

Employees araot allowedto determine ta need to work overtiméhey must receive prior approval unless

it is an emergency situation.In very rare cases employees may be asked to work beyond the normal work
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week. This is generally limited to graduation day and registration.

FACULTY APPO INTMENT POLICY

Southside VirginilCommunityCollegefaculty appointment policy is the Faculty Policy adopted by the State
Board ofCommunityColleges $edion 3.4 of VCCS Policy Manual) (See Exhibit 26)

General Appointment Provisions

Appointment
All appointments are granted by the State Boar@@nmunityColleges upon recommendation of the

President of th€ollegeand the Chancellor of the Virgin@ommunityCollegeSystem.

Multi-Year Appointment Advisory Committee

The President shall establiaMulti-Year Appointment Advisory Committee to provide information and

advice for his consideration on all faculty members eligible for tfaee five year appointments.

The distribution of the membership of this Committee shall be determined by theeRtesid shall be from

the various segments of tlmllegefaculty (teaching faculty, counselors, and librarians) and administrators.
The Committee shall consist of from five to seven members, comprised of a minimum of: two teaching
faculty per campus anmshe administrator, and/or one librarian or counselor in addition tditdeePresidenof
Finance & Administration as convener. The various segments Gdllegefaculty shall elect from their
members their representatives on this committee. Thé&@PBneshall appoint administrators to this committee,
but in no case shall administrative representatives exceethiod€1/3) of the committee membership. To
provide for continuity from one year to the next, at least two committee members showddtbe ef

appointed for a second year.

The Committee shall elect a chair from the membership and operate within the procedures outlined in the
SVCC Faculty Appointment Policy in accordance with guidelines established by the President. Among these
guidelires shall be provisions (a) that a faculty member eligible for a-tbrd&re-year appointment may

appear before the Committee to present such information as the Committee deems appropriate; and (b) in th
event that an administrator has participatedhiy greliminary decision regarding the current evaluation of the
faculty member in question, the administrator shall be replaced by another administrator appointed by the
President for the consideration of that faculty member.

The Committee shall considdl aligible faculty for threeor five-year appointments and any other faculty

who have been recommended for special consideration by the President.

The criteria to be considered by the Committee as it considers faculty forahceBveyear appointmets

shall include, but not be limited to, the following: (a) competence of the faculty member as a teacher in his/he
assigned function; (b) effectiveness of the faculty member in carrying out his/her functions and duties as

prescribed in th€ollegeFaculy/Staff Handbook(c) ability to establish and maintain positive professional
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relationships with colleagues, supervisors, students, ar@dahmemunity (d) extent and currency of
professional qualifications; (e) adherence to all policies, procedures,quidtiens as outlined in theollege
Faculty/Staff HandbogkhePolicy Manualof the VirginiaCommunityCollegeSystem, any policy,

procedure, and regulation adopted byGm#legeor the VirginiaCommunityCollegeSystem, and the laws of

the Commonwealtbf Virginia; and (f) evaluations. Where additional criteria are considered, they shall be
stated in the report of the Committee. In order for the Committee to consider appropriately the above criteria,
the committee shall have access to all availablainétion regarding each faculty member under

consideration. Such information shb# retainedn the strictest confidence by the Committee.

The multiyear appointment is an indicator of merit as is merit pay and promotion. The judgment of the
Committee cacerning appointments is acknowledged to be subjective and is focused upon the quality and
nature of the relationship between the eligible faculty member arCailege The central components of this
relationship are performance and competency. TheHesfghe appointment should reflect the quality of this
relationship and the desire of tBellegeto continue the relationship for a given period. The normal sequence
for faculty appointments is three egear appointments and one thiggar appointmerttefore moving into a
five-year appointment.

Oneyear appointments should be recommended for eligible faculty whose performance is satisfactory and
who are judged to be competent and there are indications that the desired level of performance will be
sustaned during the next year. In some cases faculty eligible for aylegreappointment will be

recommended for a ongar appointment because it is judged that improvement is needed to warrant a three
year appointment. In some cases faculty who are comglatfive or threeyear appointment will be
recommended for a ongar appointment because of serious performance competency issues. Such a
recommendation is intended to indicate that the faculty member should make significant improvement within
the nextyear.

Threeyear appointments should be recommended for eligible faculty in those instances in which performance
has been most satisfactory and the faculty member is judged to be competent and there are strong indication
that the desired level of performze will be sustained during the new appointment period. In some cases
faculty members eligible for a fivgear appointment will be recommended for a thyear contract because

the performance/competency level is not sufficient to warrant a recommenolfefiiceryear appointment.

Those recommended for a thrgear appointment should interpret the thyear recommendation as an

indication that their performance/competency was judged to have declined but not to the extent to warrant a
recommendation for aneyear appointment.

Five-year appointments should be recommended for eligible faculty in those instances in which a faculty

member is fully competent and the desired performance level was sustained during the prior appointment
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period, and there is evenydication that this level will be sustained or improved during the new appointment
period. Fiveyear appointments should be recommended only when there is absolutely no question or
reservation about competency or performance. Recipients ejdimeappaitments should represent the
faculty model forCollegedesires.

Committee Procedures:

Inform theCollegeCommunitythat the Committee is active, listing membership, general meeting
schedule, and general procedures.

Provide all faculty eligible for a mtityear appointment with an opportunity to schedule a meeting
with the Committee.

Provide for the appointment information pertaining to each faculty member to be reviewed by each
member of the Committee.

Discuss, as a committee, the appointment informat@taining to each faculty member to

determine the extent to which the criteria for appointment have been met.

Reach decisions by consensus; e.g., continue problem solving until a solution or recommendation
emerges which each Committee member can acsepbekable or appropriate.

Maintain appropriate confidentiality of matters considered by the Committee.

Organize the Committee to accomplish its task.

Provide the President with a written rationale or justification explaining all recommendations, a copy,
to be retained by the Committee.

Appointment Information Needed

The appropriate administrator(s) should provide the Committee with the following information in a
timely manner:

A listing of faculty eligible for appointment, by eligibility category.

Asummary of each faculty memberés eval U

years preceding the proposed appointment.

Evaluation materials from peers, students, supervisor and self for the time period
since the last appointment.

The appointment recommendatiof the supervisor.

A written indication that the supervisor's written recommendation has been
reviewed by the faculty member involved. (The evaluation signed by the faculty

member will satisfy this need.)
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Multi-Campus Institutions

In a muli-campusCollegewithin the VirginiaCommunityCollegeSystem, the provisions of this
policy shall apply to the institution as a whole and service on one campus shall transfer to other
campuses within the san@ollege

Reasons for Dismissal

Faculty membies may be dismissed only for just cause. Permissible grounds for dismissal shall
include but are not limited to incompetence, unsatisfactory performance of duties, insubordination,
unlawful discrimination, sexual harassment, and misconduct. Procedudisnfiigsal shall be as
prescribed by the State Board fdommunityColleges. In any action resulting in the dismissal of
employment of a faculty member, the decision of the State Boaf@bimmunityColleges shall be
deemed final. See Appendix Il to Sect 3, Faculty Sanctions, VCCS Policy Manual.

Faculty Rank and Salary
Faculty Rank and Salary are not part of this policy.

Conditions of Employment

Appointment contracts shall be offered by the President and shall include the beginning and ending
daes. The faculty member shall submit his acceptance of the appointment contracts in writing to the
president prior to submission of the recommendation to the State Bo&drfonunityColleges for

action. Acceptance of the appointment contracts by thdtyamiember includes acceptance of the

general conditions of employment set forth in @alegeFaculty/Staff Handbooknd thePolicy

Manualof the VirginiaCommunityCollegeSystem. Additionally, each appointment is made
expressly subject to the terms aymhditions of the Appropriations Act of the Virginia General
Assembly and the applicable laws of the Commonwealth of Virginia. The faculty member shall be
notified in writing by the President of the final action taken on the contract proposal.
Procedure$or Evaluation

Procedures for evaluation shall be as prescribed by the State Bo@ahfionunityColleges in the
Policy and Procedure for Evaluation@éllegePersonnel Holding Faculty Rank, Appendix VI to
Section 3, VCCS Policy Manual and to Sectiof.Bin the SVCC Faculty/Staff Handbook.

3.2 PROCEDURE FOR NON-REAPPOINTMENT OF COLLEGE PERSONNEL
HOLDING FACULTY RANK

Please refer to VCCS Policy Manual or the Websitarw.vccs.edu
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3.3 POLICY AND PROCEDURE FOR EVA LUATION OF COLLEGE
PERSONNEL HOLDING FACULTY RANK

Academic Freedon+ Evaluation shall not be used to restrain faculty members in their exercise of

constitutional rights or academic freedom as set forth in the Statement of Academic Freedom and
Responsibilly adopted by the State Board fdbommunityColleges on January 29,969.

Academic Freedom and Responsibility

To ensure th€ollegean instructional program marked by excellence, the Virgddenmunity
CollegeSystem supports the concept of academiamer In the development of knowledge,

research endeavors, and creative activitiesCtillegefaculty and students must be free to cultivate a
spirit of inquiry and scholarly criticism. Faculty members are entitled to freedom in the classroom in
discusfng their subjects, but should be careful not to introduce teaching matters which have not
relation to their fields. Faculty and students must be able to examine ideas in an atmosphere of
freedom and confidence and to participate as responsible citiz€oesrimunityaffairs. The System

also recognizes that commitment to every freedom carries with it attendant responsibilities. Faculty
members must fulfill responsibility to society and to their professions by manifesting academic
competence, professiondiscretion, and good citizenship. When they speak or write as a citizen,

they will be free from institutional censorship or discipline, but their special position in the
Communityimposes special obligations. As professional educators, they must rentbatlibe

public may judge their professional and their institution by their utterances. Hence, they should at all
times be accurate, exercise appropriate restraint, show respect for the opinions of others, and make
every effort to indicate that they amet an institutional spokesperson.

At no time shall the principles of academic freedom prevent the institution from making proper
efforts to assure the best possible instruction for all student s in accordance with the objectives of the
institution.

CollegePlan for Merit Pay Awards

Merit awards based upon performance evaluations are recognized at Southside @ogimanity

Collegein the following four ways:

Granting of multiyear appointment (where applicable)

Granting of a promotion

Grantirg of a merit award salary increase

Granting of a nortumulative merit bonus in cases where the faculty member is at the top of
the salary scale. (Thencumulativemerit bonus would be awarded to no more than 10%

of the faculty and only to those receigian overall performance evaluation of excellent.)
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3.4

Please refer to the VCCS Policy Manual or Websiteuw.vcces.edufor further information.

EMPLOYEE EVALUATION PLANS

Performance evaluations of faculty are based upon a composite of student, peer, self and supervisor,
evaluations. Supervisors wil/l rate each facu
Good, Fair or Unsatisfactory based on these evaluations. Merit pay will be awarded only to those

faculty with performance evaluations of Good, Very Good or Excellent. These ratings are defined as

follows:

Excellent- Indicates that the individual is fulfillingis or her expected faculty duties and
functions in one or more areas in such a high level of quality that his or her performance
deserves special recognition.
Very Good- Indicates that the individual is fulfilling his or her expected faculty duties and
functionsto a high level of proficiency.
Good- Indicates that the individual is meeting the requirements of his or her position and
performing all tasks that are normally expected of him or her.
Fair - Indicates that the individual is fulfilling in a ssfiactory manner most, but not all, of
the expected faculty duties and functions as listed under criteria for evaluatioDedhef
Instructiort would be expected to specify to the individual thvay or ways in which her or
she is failing to meet expett performance standards and to make to the individual specific
suggestions concerning ways to improve his or her performance within a reasonable period
of time as determined by tiizean of Instruction
Unsatisfactory Indicates that the individual deftely is failing to meet the standards of
performance expected of him or her as a faculty member of SVCC. In most cases, the rating
of unsatisfactory would not be given by thean of Instructiomwithout previously having
the rating ofheindivadualrhas;failed to eneeeexpectee perfdrmance
standards and to explain to the individual the reasons for assigning this rating. Assignments
of this rating may indicate that the teac
expiration andhat future contracts will not be offered.
*Note that here and elsewhere in the Plan there may be special instances in which a faculty member
might not report directly to Bean of Instruction I n those instances, th

Super vi s op loaBedoaiinstdctioned

The following evaluation jgin was adopted by the faculty and administrators of Southside Virginia

CommunityCollegeand approved by the State DepartmentofmmunityColleges.
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Teaching Faculty

The primary purpose of the plan is to provide information to the faculty member for inggraving
instruction. A secondary purpose is to assist in making recommendations regarding promotions, salary
increases, and so forth.
The plan provides for four areas of evaluation: (1) stud@hself; (3) peer(4) divisional. A student survey
form will be given to students for anonymous responses-eSalfiation will be in narrative form according to
established guidelines. Peer evaluation will be done anonymously, with three peers being selected by the
administrator from five names submittedhion by the faculty member being evaluated.
The comprehensiveness of the evaluation will be of two sorts:
Short Form (See Exhibitl6) for those holding continuing muliear contracts (e.g. in the second
year of a threg/ear contract) composed of:
Thestudent evaluation administered once a year, usually in the spring semester of the
previous year for which they are being evaluated
Thepeer and selévaluations completed once a year
Theadministrative evaluation which will consist of the shortdpcompleted once a year
Thedivisional evaluation will consist of the short form (See ExHib)tcompleted once
each year
The components of the evaluation will Dean of InstructionSelf, Student, and Peers. These will be
of equal weight unless aggd to as below. Each of these four components may be weighed to
accountforld 0 % of each individual faculty member 6s
mutually agreed upon by the individual faculty member andtemn of Instruction This ageement
of weighing is to be conducted prior to February 28 for each calendar year. An evaluation based on
guantitative weights and measures is also permissible, if it is agreed to by both the faculty member
and theDean of Instruction
Long Form- for those holding ongear contracts and those eligible for myiiar contracts,
composed of:
Thestudent evaluation, administered once a year (except for new faculty), usually in the
spring semester of the year for which the faculty are being evaluated
Thepeer evaluations completed once a year

Theself-evaluations completed once a year

The divisional evaluation, which will consist of a narrative rather than the short form,
completed once a year
NOTE: Either the faculty member or the administrator may esgjthat student evaluations be

completed more than once a yedhe Dean of Instructiomnd the faculty member being evaluated
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shall meet near the end of the formal evaluation procedure to discuss the results of the evaluation. The

faculty member shalldve access to all materials and documents involved in the evaluation except

v

those that would destroy the anonymity of peer evaluation. Such discussions shall be held prior to the
deadline for signing an appointment proposal.

The period of evaluation shalbver one calendar year (Spring Semester through Fall Semester) and
will be conducted according to the following schedule:

All faculty will be evaluated in January, except faculty employed in the previous August and those

being notified of norreappointmenin the following situations:

A after two or more years of service

A faculty rank employees in the final year of a mykar appointment
Peer and SelEvaluations will be due prior to Christmas break. Barring extenuating circumstances,
by the end of ©tober theDeanof Instructionand the faculty member may choose to meet to discuss
the faculty member 6s progress in achieving gagal
Dean of Instructiormust schedule this meeting if it appears that alfiaceember will receive an
evaluation rating below Very Good. This will provide the faculty member with an opportunity to
addressth®e an of | coscérms prioitta the eréd ®f the evaluation period. The Provost or
President may add signed, weittcomments to the divisional evaluation at their discretion.
Faculty employed in August will have a preliminary evaluation in January and their formal evaluation
in April. This facultywill do student evaluations in ttiall as well as in the spring. Tindormal

evaluation will consist of the same componentstasr faculty.

Student Evaluation

Evaluation forms will be given to the students for completion. The identity of the student will not be
revealed. The type and number of student forms desiitedexmutually agreed upon by the
administrator and the faculty member being evaluated. It shall be the responsibilitype&thef
Instructionto see that an adequate number of student forms are completed to properly represent a
typical crosssection éthe students encountered by the faculty member (30 would be optimum; 10 or
fewer lack validity; however, similar types of classes may be combined to increase validity). Student
evaluations will be administered byCallegeemployee and in the absencelué faculty member

being evaluated.

Student forms completed during the latter part of the year will be reviewed Bgé#reof Instruction

and the faculty member and may be included in the evaluation procedure for the current year. Each

instructor may geerate a list of questions may be attached to the form to be completed by the
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students. These responses would be separated from the form prior to scoring of the student respons

Peer Evaluation

Selection of Evaluators

The faculty members will subtrat least five names to tiizean of Instructionvho will
choose three of these to do the actual evaluation.
Anonymity in Peer Evaluation

To maintain anonymity, and yet maintain a responsible attitude toward the evaluation on the
part of the evaluatorst is proposed that tHeean of Instructiorshall assign a number to the
forms given to the evaluators and record the name of the person to whom the number was
given. This nam@&umber correlation will be kept in strict confidence by Erean of

Instruction By using numbers instead of names, it will be possible to let the faculty member
examine the peer evaluations without breach of confidentiality.

Elaborations of Designated Points

In the event that responses may be vague, or in the event it is déesimradble to do so, the
Dean of Instructioror the faculty member, acting through thean of Instructionmay
request that the evaluator provide elaborations on points specified Dgaineof Instruction
This shall be a prerequisite step for a reqta@sadditional peer evaluations.

Additional Peer Evaluation

If the occasion arises that the three evaluations received are in some sense judged by the
Dean of Instructiorr faculty member to be invalid or not representative, the faculty
member and/or #hDean of Instructiommay request that additional evaluations be obtained.
In this case, the faculty member would submit additional names as requestedpanhef
Instructionwho would then send forms to the evaluators. For Peer Evaludiamulty
form see Exhibitl7.

Self-Evaluation
The narrative for selévaluation should follow the suggested guidelines below. Note that
the individual elements are examples and not necessarily minimum requirements. Not every
element need be addresséthculty isencouraged to include any valid activities to justify a
rating. Faculty in their first year of employment should be rated primarily on Academic
Performance and Institutional Support. It is the responsibility of the faculty to justify their

self-rating.
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Guidelines for Faculty Accomplishments:

Teaching one or more effamps, dual enrollment,-Vel, or cyber courses
Developing a new (traditional or cyber) course (with or without release time)
Committee participation and leadership

Conducting indepedent study with students

Supervising work study students

Having a large advisee load

Working closely with counselors and/or student services

Working collaboratively with other faculty members for craéscipline projects
Writing assessment report

Community involvement

Serving on (and/or chairing statewide or national committees,

Giving presentations at statewide or national meetings or conferences,
Having work published in a statewide or national publication,

Receiving VCCS Professional Developmentdtrer) funding for a project,

O o000 Qo0 oo o Qo0 oo 4o oo

Completing an advanced degree.
An evaluation based on quantitative weights and measures is also permissible, if it is agreed
to by both the faculty and tHgean of Instruction

Administrative Evaluation (Long Form)

TheDean oflnstructionwill evaluate faculty members using the following as general
guidelines. The subtopics listed are offered as examples and do not require explicit
responses to each item. The faculty memberseah of Instructiomwill agree on the
method ofevaluation.

Evaluation of Teaching

The faculty member and thi&ean of Instructiomwill arrange the method or manner of
evaluation. Thé®ean of Instructiomnd faculty member shall agree upon what information
the evaluation is expected to provide to Brean of Instruction It shall be the responsibility
of theDean of Instructiornio see that this is done. TBean of Instructiorshall indicate on
the evaluation form what form of evaluation was used. Also, some indication should be
given by theDean ofinstructionas to the frequency with which he discussed matters
pertaining to instruction with the faculty member either formally or informally.

Formal and Informal Discussions

The Dean of Instructiorshall conduct at least one formal discussion meatitiythe faculty
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member. In thisneetingthe Dean of Instructiomnd the faculty member will review the
divisional evaluation for the previous year, agree upon the weighting of evaluation
components for the current year, and establish goals for thentyear. If necessary, the
Deanofinstructomnd t he faculty member wil/l me et
progress in achieving goals and to negotiate any desired changes in the weighting of
evaluation components due to changed circumstancegmidfaneetings may be instigated
by eitherthe Dean of Instructiomr the faculty member at any time to discuss matters
pertaining to evaluation. Such matters include, but are not limited to: student evaluations,
participation in peer group conferencesblation of scholarly articles, writing across the
curriculum efforts, serving on state or local committees or boards which are linked to the
operation of the&College development of (or participation in) distance learning offerings, etc.
Final Evaluation

The final evaluation will be expressed in a composite narrative statement, which will
summarize peer evaluation, student evaluation,esafuation anddean of Instruction
evaluation. If a quantitative evaluation has been mutually agreed to, the ievalidtbe
expressed in that manner, although narrative statements are also possible.

Student Development Evaluation

Purpose
The objective of the Student Development evaluation is to provide constructive feedBaaketot

Development personngl relation to the performance of their responsibilities. An effort is made by
each evaluator to be open and objective.
Distribution of Evaluation Forms

Supervisor will distribute five evaluation forms to faculty member.

Supervisor will distribute ten studentaduation forms to the staff person being evaluated. In turn,
these forms will be distributed to students with whom they have worked.

Supervisors will distribute peer evaluation forms to other members of the student development staff.
Supervisor will do arvaluation using the information provided on the abaonmtioned forms and

the evaluation by the supervisor.

Feedback to Student Development Personnel

Supervisor will have evaluation conference with each student development person.
Supervisor will mak the information on the forms available to the staff person.

Supervisor will read any written comments.

Supervisor will present an evaluation which may include written objectives for the next year.

Student Development Personnel to be Evatliate
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Counselors
Evaluation by Supervisor and Selee Exhibitl8)
Evaluation by Student§See Exhibitl9)
Evaluation by Faculty(See Exhibi20)
Evaluation by PeergSeeExhibit 21)

Classified PerformancePlanning, Evaluation and Pay Increases

A revised Employee Performance Evaluation Policy was implemented by the Department of Personnel and
Training in May, 1990 (See Departmentrtiiman Resource ManagemgRblicy #1.40 on Website:

http://www.dpt.stateva.us/ Click on Policies, Forms & Resourcealso, each supervisor should have a

copy ofThe Performance Evaluation, A Handbook for Managers and Employee Relations Management, A

Manual for Supervisors.

Performance Evaluations

Performance evaluatiomse completed annually from August 18ctober 31. Performance plans are
prepared by December of each year far tipcoming evaluation cycle.

Probationary PeriodClassified employees must servenglve month probation period with

evaluations afterach three months. See Policy 1.450HRM Website: http://www.dpt.state.va.us
Formi SeeExhibit 3.

Compensation for Classified Personnel

For DPT Policy #3.05 on promotions, reallocations, etc., refer to DPT Website:

http://www.dpt.state.va.us/l i ck on fHuman Resourceso, clic

Manual 0.

Classified In Band Adjustment Policy

All pay practice actions shall be approved by@udlegePresident. In Band Adjustment may be made within

the guidelines of the VCCS Human Resource Delegated Agreement. In Band Adjustments are not guaranteed

nor are they an entitlement. However, requests will be reviewed I@otlegePresident. Amendments to the

policy may be made by theollegePresident All actions are subject to post audit by the VCCS.

According to DHRM Comp Reform guidelines, In Band Adjustments may be made for any of four purposes:

Retention; Change in Duties; New Knowledge, Skills and Abilities; Internal Alignment.

These pay praittes are noitompetitive and employees may receive these adjustments on a per fiscal year

basis. In order to be deemed eligible to receive an in band adjustment, an employee must receive a contributor

rating or higher on their evaluation.
Retentioni This prevents employees from seeking employment outside the agency in occupations that
have high visibility in the labor market when salaries have not been as competitive in the marketplace

(This may be used in one department to avoid turnover) If thiseid for adepartmentjustification
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and documentation must be on file for department vacancies for the past three years; starting pay use
to fill the vacancies; an@ o | | effprés dodill these positions. Approval required by supervisor and
reviewer, Requi res Pr es i doolegefandsareauseliPeracptage af naeadse D

10%

Change in Dutiesi Given for changes in duties for assuming new duties and responsibilities that are
at a higher level and are critical to the operations of glemey. Recognizes employees for substantial
additional duties being added to their job. Additional duties should total at least 15%. These change
would not be significant enough warrant a new role change with a higher pay band. The employee
shouldhave successfully performed these new duties and responsibilities for at least 180 days.
Approval required by supervi sor an dCollegefuride we r .
are used.Percentage of increase D 5%.

KSAb6s Pr of éisFeripmfassional &kifichtions, licensure, training, and degrees earned that
benefit the agency and use the new knowledge and skills in their jobs at SVCC. For individuals who
achieve professional certifications, licenses or degrees. Retroactomsanty not be made.

Employees must have achieved their goal after September 25, 2000. Credentials that are requiremer
for a job by State Code, or are required for selection and taken into consideration at the time starting
pay is negotiated, canno¢lised as a basis to support subsequent compensation adjustments. A plan
must be developed in advance showing degree curriculum. Approval is required by the supervisor an
President s staff prior to succe sgdupelvisocomn mpl et
Human Resource Manager. Same approval is required as change in duties.

A list of possible certifications i s Ciherai |l abl
certifications may be adEexenhtagedfindicase @ 8%.Pr esi den
Internal Alignmenti Pur pose of this type of in band adju
closely with those of other employeebds within
and experience, similar dutiesdaresponsibilities, similar performance and expertise, competencies,
and/or knowledge and skills. Initiated by Human Resource Manager or SupervisoiteRequ

Presi dent 6s P&detdgd of iacrease ©10%. |

A plan must be developeih advance showing degree, certification or licensure curriculum and
program requirements. Approval i s prior éogsuccesstuld b
completion of the plan. Initiated by supervisor or Human Resource Manager. Approgaliisddy
supervisor, reviewer and Presidentdds Staff.
Increases for degrees, certification or licensure may be a lump sum or percentage and may be decide
on a case by case basis.

Applicable Certificate, Certification or Licensure 2-3%

GED 4%
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Assc i at eds Degree (Initial)b5%

Bachel ords Degree (IlnitialY%

Masterds or Doctorate (Ini®hbal)

Approval

Employees should request in writing through their supervisor to the President any requests for an in
band adjustment o to starting on their goal. A copy should be given to the Human Resource Office.
Related policies can be found in DHRM Policy #3.05 Compensation; VCCS In Band Adjustment
Policy and Pay Practices Chart.

Timingi Effective on the 18 or 25" of the morth.

Fundingi The SVCC President and Vice President of Finance will certify funding during the budget

process and approve funding available for-bodgeted adjustments.

Review of the Evaluation

It is the policy of the state that each evaluation beudised between the supervismd theemployee
evaluated. The discussion should be kept on a constructive basis. The purpose is to achieve a
constructive dialogue that will be supportive of the employee's development as well as reflective of the
supervisos perspective of the employee's performance. When combined with employee’'s input, this
two-way communication should increase understanding and thereby serve as a stimulant to employee
performance.

Standards of CondueiClassified Personnel

In July199Q a policy for handling violations of conduct standards was implemented. This policy was

designed to support supervisors and assure employees that corrective actions, when they do occur, are

handled fairly and objectively. See DPT Policy #1.60 Webkittp://www.dpt.state.va.ustlick

on A Human Resource Policy Manual 6, click on
Administrative Evaluation

Purpose
The objective of the Administrative Evaluation is to provide constredeedback to administrators in relation

to the performance of their responsibilities as administrators. An effort should be made by each evaluator to b
open and objective in their evaluation efforts.
Evaluation Forms (See Exhibit 22)
Supervisor wi have an evaluation conference with each administrator. Supervisors will present a
composite of the evaluations in which the average rating for each item will be reflected. Supervisors
will read written comment on the evaluation to the administratapef&isor will complete an

evaluation form for the administrator.

89 03/08

v



http://www.dpt.state.va.us/

SVCC Faculty/Staff Handbook

3.5

3.6

Administrators to be Evaluated

President

Provosts

Vice Presidenbf Financial and Administrative Services

Vice President for Workforce Development and Continuing &t
Dean of Enrollment Management

Dean of Instruction

Dean of Institutional EffectivenegsPlanning

Dean of Information Technology and Learning Resource Services
Director of Community College Programs

Directorof Counseling

Administrative evaluations are to be completed in January and are due to Human Resources no later than Ma
30" of each year.
Presidential Evaluation

Southside Virginia Community College presidential evaluation policy is the same as that adopte&taye
Board of Community Colleges (Section 3.10.1 of VCCS Policy Manual).

PROCEDURES FOR REDUCTION IN STAFF AND DISMISSAL OF
COLLEGE PERSONNEL HOLDING FACULTY RANK

Refer to the VCCS Policy Manual or check the Webgita/w.vccs.edu

FACULTY ACADEMIC RANK PROMOTION POLICY (Refer to the VCCS Policy
Manual Section J.on their website atvww.vccs.edi

VCCS Policy Section 3.7 will be utilized to determine eligibifity the academic rank promotion of
faculty members, using the VG@S8, Normal Minimum Criteria for Each Faculty Rank.

The procedure for considering faculty member promotions at Southside Virginia Community College will be a
follows:

36.1 Any faculy member that believes he/she is eligible for a promotion must submit a request for
consideration to the appropriate Dean of Instruction. The request should include at a minimum:

1. A SsVCC Faculty/Administrator Promotion Review/ Determinafgee Exhili 45)

2. copies of any transcripts for review validating additional degrees and or credit hours received
since hire or last promotion (official transcripts must be addressed to and received by Human
Resources if approved for Promotion) and

3. any supportinglocumentation.
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3.7

38

39

The deadline for submission of promotion requests will be MaréhoBhs specified in the Master
Calendar if this date falls on a weekend.

3.6.2 The appropriate Dean will review the Faculty/Administrator Promotion Review/Determinatidn
compare it to the VCG39 to determine if the faculty member is qualified. If the member is deemed

qualified, the Determination is certified as correct by the Dean and he/she is recommended for

approval to the Provost and Presiderfsee Exhibit 46)
3.6.3 Faculty members that are approved for promotion will receive either the minimum salary for the new
rank or $1,000 added to their base salary, whichever is more. Administrators that are approved fo

promotion will receive either the minimum saldior the new rank or $1,500 added to their base
salary, whichever is more.

FACULTY GRIEVANCE PROCEDURE

Refer to the VCCS Policy Manual or check the Websita/w.vces.edu

STATE CLASSIFIED GRIEVANCE PROCEDURE

The State Grievance Procedure for classified employees was adopted by the Virginia Assembly with an

implementation date of July 1, 1990. Employees may obtain a copy of the classified grievance procedure
handbook from the Human Resource Office. For aplaiti information, refer to the Dept. of Employee
Rel ati ons Counselors Website for Policy #1.01, ABH

Employee Grievance Form ASee Exhibi23

Employee Grievance Form AExpeditedi See Exhibit 24

Appointment of Hearing Giter - See Exhibi25.

FACULTY
Faculty employees are those employees who hold faculty rank and each or occupy an administrative, counsel
or librarian position which is exempt from the classified service.

Regqular Faculty Rank

The titles authorizeébr the four standard levels of faculty rank are Professor, Associate Professor, Assistant
Professor and Instructor. The qualifications for these are listed on the VCCS 29. (See2Bxhibit
Special Faculty Rank

Assistant Instructor may be used for indivals, appointed on a temporary or emergency basis for one year,
meeting most of the minimum requirements for the instructor rank and who show evidence of being able to
complete such requirements within one year. Ayeer renewal may be requested @alegeadministrator

for a person who is actively pursuing completion of the necessary requirements. Lecturer may be used when

gualifications make it more appropriate than other titles. It may also be used for grant funded positions if
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VCCS-29 qualificatons do not apply.

Guidelines for Academic Preparation of Faculty For Associate in Arts and Associate in Science degree course

(]

1]

To teach courses that are usually applicable to Associate in Arts and Associate in Science degrees (usually th
Collegetrarsfer programs), a person must possddaster'dDegree, including a minimum of 18 semester

hours (or 27 quarter hours) of graduate work in the field of specialization for which courses are taught. Facult
teaching courses in more than one fielgpécidization wouldbe expected to possess a minimum of 18

graduate semester hours (or 27 quarter hours) in each field of specialization for which courses are taught.

For Associate in Applied Science degree courses:

To teach courses that are usually applicablassociate in Applied Science degrees (usually the technical and
semiprofessional programs), a person is usually expected to possess a master's degree, including a minimumn) of
18 semester hours (or 27 quarter hours) of graduate work in each fielctiadigpton for which courses are

taught ompossess a baccalaureate and professional competency in the area of specialization in lieu of the
master's degree. Such professional competency may include certificates, licenses, apprenticeships, and trainihg
in trade schools or special schools. Persons holding only the baccalaureate degree, who are given initial
appointments due to professional competency, are expected to actively seek the master's degree in their fields of
specialization.

For occupational ceficate and diploma programs:

To teach occupational courses that are applicable to certificate and diploma programs (but may not be counted
toward associate degree programs), a person must possess a baccalaureate degree or appropriate related
occupationalrgining and experiences in lieu of the baccalaureate degree. This may include certificates,
licenses, apprenticeships, and training in trade schools and special schools. To teach the related academic
subjects for students majoring in ndagree occupatiohprograms, a person must possess (a) a master's
degree, or (b) a minimum of a baccalaureate degree with a major in the teaching field and appropriate
experiences in the occupational field (such persons are expected to be working on their master's degree.)

For foundations and developmental preparatory programs:

o

To teach courses in the foundations and developmental preparatory programs, a person is (a) usually expecte
to possess Mlaster's degree with a major in the teaching field, or (b) in special cpsesom may teach in the

foundations and developmental programs with a baccalaureate degree with a major in the teaching field and
related occupational and/or teaching experiences, but such persons are expected to be working on their master's
degree.

Selection of Personnel

The CommunityCollegepresident is ultimately responsible for the selection of all new personnel and
recommending the change in status of all personnel (including salary changes, promotions, dismissals and
retirements). Th&resident mg designate appropriate administrators to review the individual applications,

interview the candidates, and c¢ hec qualified for the positon.d at € s 6
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Interview committees will recommend a list of top candidates fare Pr esi dent 6s consi d
commitments should be made except byGhe | | &lgrar@ResourceOfficer.
Appointment of New FullTime Faculty Personnel

All regular full-time teaching faculty shall be on ningonth appointments usually baging on August 16 and
ending on May 15. Th€ollegehas some 1:2nonth faculty who are in the field of nursing, truck driving, and
business and industry. All departmental heads with classroom teaching responsibilities also shall be appointe
on a ninemonth basis on the qualifications of the faculty member at the time of the appointment. It is the
policy of Southside VirginiCommunityCollegeto hire full time faculty who are qualified to teach in multiple
disciplines whenever possible.

Twelve-Month NonTeaching Faculty Appointments

All non-teaching faculty not to be placed in classified positions must be assigned a faculty rank for which they
would qualify. The salary for a neieaching faculty member depends upon faculty rank earned by the
administrates, librarian, or counselor. The salary for twelmenth faculty rank appointment is computed by
appropriate placement in the salary range for the faculty rank earned and taking into consideration previous
occupational and educational experiences andigifob performance, and the size of @alegeor division

in which employed as long as the salary ranges for such positions.

Professional faculty are individuals holding Aiaching positions with continuing responsibilities, employed

on a twelvemorth basis beginning July 1 and ending on June 30. All professional faculty are assigned a facult]
rank for which they qualify. Librarians and counselors are professional faculty. Coordinator, assistant
coordinator, and administrative officer level pasits may also be designated as professional faculty.
Administrativefaculty performswvork related to the management of the educational and general activities of the
College department, or division. All administrative faculty are normally employed onlaeismgonth basis
beginning on July 1 and ending on June 30. Twehaath administrative faculty personnel are assigned a
faculty rank for which they qualify.

Restrictedfaculty isindividuals holding a restricted appointment to instructional, administratiyrofessional
faculty positions. A restricted appointment is an appointment to a position that is funded in whole or in part by|
non-state revenues, or has been accepted under special conditions, or that is identifiabpagmaong in

nature.

Summer Semester Appointments

Nine-month faculty employed during the previous academic year shall be paid during the summer term
according to the credhour/contachour-equivalent fraction of a full teaching load during the academic year
and based upon theewkly equivalent of one thirginth (1/39th of the previous year's salary. The normal
maximum fulltime teaching load during the summer term is ten (10) credit hours or the equivalent.
Operationally, the normal fulime faculty summer term salary ratanslates to the formula: 1 credit hour or

equivalent = 1/15 x 16.5/39 previous year's salary with a normal maximutmfaelsummer teaching load of
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3.10

10 credit hours or equivalent. Generally re@guence courses with fewer than 10 students should rexidifet .t
Sequence courses should have a minimum of 13 students to be §tk$sds are prorated based on 18
students.If faculty agreed to teach the first course of a sequence they also agreed to teach the second course
unless prior agreements have besade. The rate of pay for new faculty during the summer term shall be five
(5) percent less than the permanent annual salary proposed for the coming academic year.

Faculty may be offered a teaching overload of not more than three credits hours oeetdivahg the

summer term. A faculty member shall not be considered as working an overload unless more than ten (10)
credit hours or equivalent are taught. Pay for overloads shall be at lecturer rates.

The Collegepresident has authority to develop opibsummer pay plans which 1) compensate faculty at a
proratingof the normal summer salary rate when a given course does not meet minimum enrollment standards
as defined by th€ollegeand 2) limit to less than ten (10) the maximum credit hour or equivatsignment to

be paid at the fultime faculty summer term salary rate. Optional plans shall specifprangtingcalculations

to be used and any limitations to the maximum teaching assignment to be paid attiine filtulty summer

term rate. Credihours or equivalent taught beyond the limitations specified in the institutional plan shall be
compensated at the lecturer rate. Optional summer pay plans shall be developed in consultation with the facu
As a guideline, not more than sevefitye (75) percent of the credit hours taught a&@legeduring the

summer term should be paid at the-tihe faculty summer term salary rate.

Appointment of ParTime Teaching faculty

Parttime teaching faculty may be appointed. Reme teaching faculty tvo teach in the day/or evening shall

be employed on a temporary basis and shall be granted the title of lecturer.

Adjunct faculty are employed to teach less than a normal faculty load or to teach less than a full session on a
semester by semester or sumiteem basis. The adjunct faculty contract contains no guarantee of continued
employment.

Procedure to Determine Faculty Entry Level Salaries

Refer to the VCCS Policy Manual or check the Webgit&/w.vccs.edu

Acadenic Rank Promotion Policy

Refer to the VCCS Policy Manual or check the Webgita/w.vccs.edu

SALARY SCHEDULE FOR FACULTY PERSONNEL

Refer to the VCCS Policy Manual or check the Websité/w.vccs.edu
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3.11 SOUTHSIDE VIRGINIA COMMUNITY COLLEGE ADJUNCT PAY SCALE
ADJUSTMENT PER CREDIT HOUR

For Initial Placement

Meets minimum VCG29 qualifications: Minimum of rank
VCCS minimum PLUS-8 years of experience*:  Minimum + $10
VCCS minimum PLUS 6 years of experience*:  Minimum + $20
VCCS minimum PLUS& years of experience*:  Minimum + $30
VCCS minimum PLUS 80+ years of experience*: Minimum + $40

ahrwhE

*Experience includes fulime education, teaching, and/mlated occupational experience.

Adjustments For Years of Service

A. Semester following receipt of Teaching Peer Awatdditional $50
(Taught minimum 30 credit hours over g &ar period with very good evaluations)

B. Semester following receipt of Téeeg Fellow AwardAdditional $50
(Taught minimum 60 credit hours over ay€ar period with excellent evaluations)

Notes

Once initially placed, adjunct faculty members will receive the same annual percentage raise per credit hour g
approved by the VCOB8r part-time faculty. All rates will be rounded up to the nearest dollar amount.

In order to receive a promotion from one Adjunct Faculty Rank to another, additional educational requirements must [
met according to the VCE3 specifications. At sugchi me , the individual adjunct
adjusted according to the above schedule.

Deviations from this policy will only be permitted with adequate justification. Permission to deviate from the abov
policy must be obtained in wirig and signed by the campus Provost.

If an adjunct faculty member is already being paid at a rate equal to or greater than these adjusted rates, there will be

no adjustment.

This policy is subject to annual review. (Adopted October 2007)

3.12 FACULTY LOADS

The primary responsibility of a faculty member in the Virgi@@ammunityCollegeSystem shall be to provide

quality instruction for the students. The major emphasis shall be on teaching, by working with students in
classrooms, laboratories, individwanferences, and related activities to help the students develop their
interests and abilities to the fullest capacity to become better persons, better workers, and better citizens. To

accomplish this goal, the following work loads are expected of facult
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Classes

Faculty teaching loads during the academic year shall include such combinations of day, emening,
weekend classes as the needs of0bkegerequire. Twelvefifteen (12- 15) credit hours and fifteen
twenty (15- 20) contact hours per sester are required for all fulime faculty. When the number of
credit hours falls below twelve (12) because of the number of laboratory hours involved, the number of
contact hours should be increased to bring the teaching load to the minimum of t@gloe=@it

hours (utilizing the standard of three (3) laboratory hours equal one (1) credit hour or two (2)
laboratory hours equal one (1) credit hour, depending upon the nature of the course taught) or to a
maximum of twentyfour (24) contact hours. Ealty teaching loads shall be calculated for the
academic year, with a teaching load less than or in excess of normal for the fall semester being
compensated for with adjustments in teaching load in the spring semester.

A faculty teaching load may also bdjusted by th€ollegeto take into consideration such factors as

the use of instructional assistance, team teaching, the use-twd@ional instructional delivery

systems, special assignments, and curriculum development. Curriculum develdpoodshbs

primarily for the development of a new program and/or new course in a program or the complete
revision of an existing course or program. Teactirgl adjustments shall be expressed in terms of

an equivalent teaching load for the purpose of atting a faculty member's total teaching load.

Office Hours

To promote availability of faculty to work with individual students, all-tithe faculty members are
required to post on or near their office doors a minimum of 10 hours per wedéfica hours to be
available to work with students on their individual academic and occupational problentimBart

faculty isrequired to provide for student advising and related activities. Each adjunct faculty member
shall ensure that all studeritave been informed of the contact details including location and time.

Faculty Responsibilities

Faculty responsibilities may include work on and/or off campus during the day and/or evening
programs of th&€ollege Continued acceptance of employmigiciudes acceptance of the general
conditions of employment set forth in the Policy Manual of the VCCS and the F&taffyHandbook
of SVCC. Faculty members are also expected to keep current course syllabi on file in the appropriate
Dean of Instructio doffice.
Additional Activities

Faculty responsibilities include committee work, student activiGesnmunityactivities, student
advising, and professional activities.

Teaching Overloads

A faculty member may be offered a teaching overload ofraot than five (5) credit hours per

semester, not exceeding ten (10) credit hours for pay per academic year (fall and spring semesters).
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Faculty members shall be considered as working an overload whetedobygreatethan thirty (30)

credit hours or grater than forty (40) contact hours; in cases where the number of credit hours for a
full teaching load falls below twentfpur (24) credit hours, a faculty member shall be considered as
working an overload when he/she teaches greater thardigty (48)contact hours.

Contact hours will be based upon course descriptions, with adjustments for team teaching, collapsed
courses, etc. Loads will be mutually determinedHgyDean of Instructioand faculty when the

semester schedule is drawn up, and adjus$erdasses are added or deleted. Fractional hours would
only occur in cases of team teaching, and would be rounded to the nearest tenth. The amount of
overload pay to be awarded is determined by calculating (a) and (b) below and selecting the larger of

the two:

When credit hours > 30, credit hour80 = overload credits.
OR
Contact hours will be converted to credit hours, using the folloaimyersion ratio Total
annual (faltspring) contact hours will be divided by total annual {&qliing) credit hours.
Each contact hour beyond the minimum will be divided by this ratio to determine number of
hours of overload.

When credit hours > or = 24, Total Contact Hours 40 = Overload Credits

Total Contat Hours/Total Credit Hours
When credit hours < 24, Total Contact Hours 48 = Overload Credits

Total Contact Hours/Total Credit Hours

Extra pay for an overload shall be at the rate of the faculty mennireg:snonth salary multiplied by

.015 for each overload credit hour credit hours, using calculation (a), are rounded to the nearest tenth
.0 to .4, rounded down5 to .9, rounded up. Contattt-credit conversions (b) are rounded to the
nearest thowndth and then multiplied by .015.

Overloads shall be paid at the end of the academic year (fall and spring semesters). If separation
occurs after only one semester in that academic year, and an overload was taught in that semester,
payment for the overb shall be at the end of that semester.

Internships: Contact overloads which result from InternshipS@®a Training, and Cooperative
Education courses are not normally included in calculations for overload pay. These courses, which
list 3.a 1:5 credito contact ratio, usually rely upon an-site supervisor, not the supervising faculty,

for the additional contact.

Substitute Instructors

Should a faculty member be absent because of illness or imperative personal reasons, such absence
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3.13 EMPLOYMENT OUTSIDE OF COLLEGE

3.14

3.15

being no longer N one week, thBean of Instructiorshall arrange for other members in the division

to substitute for the absent faculty member. In cases of extended illness or extended absence becausge

of imperative personal reasons beyond one week, procedures willrkedrut by théean of
Instruction provost, and the president in consultation with appropigatdty membeor members.

Classified Teaching Assignments

Classified staff members are permitted to teach during the day and get adjunct pay if they put in
writing how and when they will make the class teaching time up during the semester. This should be

done at the beginning of each semester and sh

Employees may engage in outside emplegimincluding consulting, when it does not conflict with their
regularly assigned or implied professional responsibilities t€tikege Collegeemployees shall not engage
in any employment at any time that prejudices their usefulness as membertaobittyeor staff of the
Collegeor which would create a conflict of interegtaculty and staff who hold additional jobs are asked

to notify his or hersupervisorof their other work obligations. This includes, but is not limited to, teaching

for otherinstitutions (traditional or distance classes).

RESIGNATION

In the event an employee should resign fromQb#ege a sufficient notice should be given and the

resignation should be in writing. The resignation should be submitted to the empimyeetiiate supervisor

with a copy to the Human Resource Office.

EMPLOYEE BENEFITS

Annual Leave

Annual leave for twelvanonth faculty, classified personnel and presidents shall be provided and used in

accordance with DPT Policy #4.10 Annual LeaveDHRM Website: http://www.cns.state.va.us/dpt/

Annual leave shall not be provided for nimonth faculty.

Carry Over of Unused Annual Leave

All annual leave in excess of the maximum allowable as prdvioiein DPT Policy #4.10 shall be carried
over beyond January 9 of each year. However, the excess leave must be used by June 30 of the same calen
year, with any remaining balance of the original January 1 excess hours being forfeited as of Japt forexc

administrators whose excess hours convert to sick leave after July 1. Refer to Website:

http://www.cns.state.va.us/dpblicy #4.10 Annual Leave.

As annual leave is used during the first six mowttthe calendar year, the hours used shall be deducted from
o8 03/08
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the excess balance until such time as it is depleted. Upon depletion of or the forfeiture of the original excess
hours on July 1, whichever occurs first, deduction of annual leave hours uddseshain the current

calendar year balance. This exception to DPT Policy 4.10 does not affect the normal accrual of annual leave
during the said year. This authority does not change the provisions of DPT Policy 4.10 regarding the payme
of unused arumel leave balances upon separation from State service.

An employee shall be paid for only the maximum leave allowed as provided for by the Rule.

Sick Leave

(12-month administrative and 12 month teaching facukyndnth administrative faculty, classfi, and

presidents) Sick leave credits shall be provided in accordance with DPT Policy #4.55, Sick Leave. Refer to

Website:http://www.cns.state.va.us/dpt/

NOTE: Effective January 1, 1999, VSDPA Sick and Disability Plan) will be offered tall faculty rank
employees depending on Retirement option chosen. Classified hires after 1/1/99 have mandatory VSDP
enrollment.

Faculty Personal Leave and Sick Leave

(9 month teaching faculty)

Personal Leave- Nine month teaching faculty

Refer to VCCS Websitavww.vccs.edy cl i ck on fAdloildk yo™MamRearn)dgnnel
scrollto 3.7.2.3

Sick Leave- Nine month teaching faculty

Refer to VCCS Websitesww.vcccs.edu

Family and Medical Leave

Refer t o BidRigdwwwens.state.va.us/dpt/

FLSA Status
FLSA status has been determined for all classified employeesGE $5ee Exhibi27).

Compensatory Leave

Compensatory leave is authorized absence -fostlour, withfull pay for hours worked on &oliday, on a
scheduled day off, or beyond those regularly scheduled on a work day when the work was required in writing
by the appointing authority, or by a person authorized by him in writing to make such a requirement. When th
work is required by an emergency not permitting prior direction, a written confirming authorization which
includes an explanation of the emergesball be made part of the agency record. General or blanket
authorizations which provide unlimited work optionghie employees concerned are not valid to establish
compensatory leave credits. Additional work hours shall be required only to relieWficspezasional peak

work loads and not to provide for constant requirements.

Compensatory leave may not be credited to any employee in a position in which the employee independently
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determines the need for the extra hours or establishes the work schedutne in which administrative or
professional responsibility for work accomplishment without regard for schedule is implicit. Classified
positions Grade 8 and above are ordinarily not eligible except in rare instances where the supervisor approves

in advance the work is necessary due to a direct impacoliegeoperations. For additional information,

refer to DPT Policy #3.10 on DPT Websitattp://www.cns.state.va.us/dpt/

EXCEPTION: Irrespectivefdhe position held, compensatory leave may be credited when a holiday (a) falls
on a scheduled day off, or (b) is not observed by the employee because all other employees in his unit of
employment are required to work on the holiday, or (c) managemsyreschedulemployees during the

workweek so that no more than the normally scheduled hours are worked.

Compensatory leave may be used for the purposes of and in lieu of annual and sick leave. As far as practicaple,
compensatory leave may be granted atithes desired by the employees; appointing authorities, however,
may assign the time for taking compensatory leave based on the needs of the agency. Compensatory leave
credits shall lapse twelve months following the date on which the work was perfoEmgdoyees may

request payment aomp timein lieu of earning leave.

Overtime Leave

For additional information, refer to DPT Policy #3.15 on DPT Webhittp://www.cns.state.va.us/dept/

SVCCnonexemptclassified employees may earn otiene leave in lieu of payment for overtime hours at the
rate of 11/2 overtime leave hours for each hour of overtime worked. This must be appradnceby the
employee's supervisor. The maximum accrual of overtiaed hours is as follows:

240 overtime leave hours (160 overtime leave hours x 1.5 = 240 overtime leave hours)
Upon an employee's termination, the overtime leave balance will be paid at the employee's ending regular
hourly rate or his/her averagegrédar hourly rate over the last three years of employment, whichever is higher.
An employee should take the overtime leave as soon as possible if it does not unduly disrupt the operations of
the agency. Employee may request payment of OT earned irf 2T leave if budget allows.

Leave to assist schools

Refer to DPT Policy #4.40 on DPT Websitdtp://www.cns.state.va.us/dpt/

Administrative Leave

SVCC shall grant an employee leave with full pay for dmgeace necessary for serving on a jury or attending
court as a witness under a formal subpoena. Leave with full pay may be granted, with appropriate approval, for
taking tests of fitness for employment under the provisions of these rules and for infervi®sitions in
other State agencies. Leave with pay under this rule shall not exceed the time actually required for the purpose
for which the leave is takerRefer to PT Policy #4.05 on DPTWebsitettp:/Avww.cns.state.va.us/dpt/

Personal Leave (9-month Faculty not on VSDP Plan)

Nine-monthfaculty accrueshree (3) days of personal leave per academic year (Fall and Spring Semester).
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This leave may be taken at the discretion of the faculty member, pobsatisfactory prior arrangements have
been made with the faculty member's supervisor and a leave form has been submitted prior to the leave.
Personal leave is not intended for recreational purposes. Personal leave can be useddyrohédiger

increments. Absence from all or a portion of the faculty member's duties scheduled@xllfgeconstitutes

a day of personal leave. All personal leave not used during the academic year is converted to sick leave. Onc

the personal leave has been convertegidio leave, it may only be used as sick leave. Refer to VCCS

Website:http://www.vccs.edic | i ck on fAPolicy Manual 6, click on

Leave Slips
All leave slips, except sick leave, misgt approved, dated, and signed by the appropriate supeprisorto

the taking of leaveSick leave slips must be filled ontmediately upon returfrom sick leave and submitted

to the appropriate individual for his/her signature. All leave slipsldhmaiforwarded to the leave clerk by the
supervisor at the time the leave is approved or rep&ed.Exhibit 15)
Holidays
All salaried SVCC state employees receive twelve paid holidays annually. These holidays are:
New Year's Day January 1
Martin Luther King, Jr.  Third Monday in January

Good Friday Friday prior toEaster Sunday
Independence Day July 4
Labor Day First Monday in September

Thanksgiving Holiday (2 days) Fourth Thursday & Friday in Nov.
Christmas Holiday (5 days) December 25 and 4 designated days
between December 25 & January 1

A holiday falling on a Saturday will be observed the poieg Friday. One falling on a Sunday will be
observed the following Monday.
Life Insurance
The State holds a group term life insurance policy in which employees must participate. Quaitd byehe
State. Coverage is equal to twice the amount of @rsalary rounded to the next highest $1,000. Additional
Optional Life Insurance may be purchased at full cost to the employee. A medical review may be required.

Medical Insurance

Medical benefits are provided through thethem Blue Cross/Blue Shield
See Human Resource Officer for details and cost information.
Retirement

Refer to VRS Websitdattp://www.state.va.us/vrs/urs.htm
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Credit Union

Upon employment, membership in the State Employee CreditnUsiavailable. Loans may be arranged at
special interest rates, and savings accounts, checking accounts, Christmas and Vacation Clubs, IRA's etc, m3
be maintained through payroll deduction. Savings accounts earn interesbba3extlit Union earnings.

Additional information regarding other services may be obtained by caH8@)285-6609 or checking on the
Virginia CwebsiiehttpU/wivw.viags.org

Optional Benefits

Insurance policies providing accideand salary continuation protection and Savings Bonds are also available.
While these may be arranged through payroll deduction, they are personal, individual policies whose costs are
borne entirely by the employee.

403B Tax Sheltered Annuities

403B Tax Beltered Annuities are available trough payroll deduction foitiiolé employees, adjunct faculty

and wage employees working 20 hours or more per week. The SVCC Tax Sheltered Annuity Guidelines and
list of 403B Vendors is available in the Human Rese office.

Deferred Comp

Full-time employees may also tax defer contributions to a supplemental 457 plan administered by VRS.

Cash Match

Beginning April, 2000, the COV will pay 50% of EE contribution to a deferred comp (45) or 403B plan, up to a
maximum of $10 per pay period. As of July 14, 2000 pay day, the amount was increased up to a maximum of

$20 per pay period.

3.16 EDUCATIONAL LEAVE AND EDUCATIONAL AID

Faculty and Administrators

Educational Leave

Absences granted must be for a $fiecourse of study related to the mission of @alege

The period of absence will be regarded as active service for merit consideration. Neither sick nor
annual leave will be earned during the period of the absence, but the period will be counted in
determining the rate of annual leave accrual. Changes in salary scale of increase for merit may be
affected during the period of absence. Employee contributions to the Virginia Supplemental
Retirement System and Virginia Public Employees group lifer&mste will be based upon fitime

salary and full credit will be allowed for the period of absence, provided at least half salary is paid.
(Summer school aid for employees not regularly employed during the summer is not considered for
either the retirema or the group life insurance).

Educational Leave Without Pay
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Educational leave without pay may be granted at the discretion of the President for reasonbiguch as
not limited to:

Professional development related to one's discipline or occupatielthl fi

Educational leave in excess of such leave allowable with pay (not to exceed two years when

combined with educationgave withouipay).

Full-time study.

Foreign teaching assignments or exchange teaching.
A faculty member who is granted edtioaal leave without pay shall receive any salary scales
increases which occur during the period of the leave. A faculty member returning from educational
leave without pay shall normally be reinstated to their former positions unless they sign an aigreeme
releasing th&ollegefrom this commitment or unleg3ollegeorganizational changes require the
reassignment of faculty members.

Sabbatical Leave

Sabbatical leave for professional development may be made available to teaching faculty,
administrative anghrofessional faculty, and th@ollegepresident. The objective of such leave is to
provide activities which will improve teaching effectiveness, enhance creative and/or artistic activities,
improve professional competency, and provide a renewed cafacdignificant contribution of

service to the&Collegeand theCommunityat large. Sabbatical leave is not designed for planned

courses of study for academic credit.

Description and Purpose

A sabbatical is a compensated leave of absence of one or twetsesrfor fulitime academic faculty
and up to 12 months for administrative and professional faculty ar@ollegepresident. Sabbatical
shall be granted for approved projects of-tuthe independent study, research, and/or creative work
which will renew teaching abilities, and to foster and enrich intellectual and professional growth and
development. Projects may be concerned with waohging interest or with work in specialized fields
and should address issues in the substance of the applicacitim¢efield, or in some other area which
will enhance understanding or related fields. The ultimate purpose of the leave program is to sustain
vigor, especially in th€ o | | aocgdemis instructional programs, and to ensure that faculty members
have theopportunity for professional development.
Eligibility
To be eligible for consideration, the faculty member must meet the following criteria:

Hold a ful-time ninemonth teaching faculty contract, a twelv®nth teaching, professional,

or administrative cotract.

Have completed six years of creditable service at the time of application for sabbatical leave.

Have completed six years of creditable service since a previously awarded sabbatical leave.
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That despite the applicant's meeting the above qualificatfis/her acceptance shall be

further limited by the criteria enunciated in tGeo | | ®rgfesdianal Development Plan.
Faculty members who are awarded sabbatical leave shall serve twice the time of approved leave with
pay at theCollegeafter return fom leave with pay. The number of sabbatical leave awards in any year
will depend upon the availability of funds.
Application
Faculty members who wish to request a sabbatical leave must submi¢dfuest in writing to the
President at least one yeairgorto the anticipated date of the sabbatical. The request should address
(1) the dates of the requested sabbatical, (2) the purpose of the sabbatical, and (3) how the sabbatica
will be beneficial to the professional development of the faculty membtre @ollege and to the
student body.
Monetary Compensation and Benefits

The rate of pay while on leave with pay will be no less than 50 percent of the (current) salary in effect
on the last contractual workday prior to the effective date of sabbatwal. le
A written report summarizing project accomplishments must be submitted to apprQuiiete
officials.
The individual must execute a promissory note agreeing to repay the gross salary received while on
leave if that individual does not return to fBiellegewhich granted the leave with pay, or to another
VCCSCollege or to the System Office upon completion of the sabbatical leave. If the faculty
member resigns prior to the completion of his or her obligation, the outstanding pro rata portion of the
note shall be paid in full within one year following termination of employment. The individual who
fails tocomplete successfully any portion of the sabbatical may be required by the president (or
chancellor in the case of the president) to reimburs€tiegea proportional amount of the salary
received while on leave.
Resident Study
The agency shall not pay more than half salary and registration, laboratory and tuition fees. Books an
other study materials charged, or purchased, separately as pleetyaf the employee are not to be
included in the cost paid by the State. Payment for the expenses noted may be made directly to the
institution or as reimbursement to the employee. No program of resident study which requires more
than twelve monthsnithe aggregate, for completion may be initiated without prior justification to and
approval by the Director of Personnel. The justification statement should describe the program
generally, citing its anticipated length, the objective and its benetihéoagency.

The employee will execute a promissory note with 3% interest compounded annually for the amount
of all salary and expenses paid by the State. The note and interest will be canceled in their entirety by

the return of the employee to Statevéms for a period equal to at least twice that of the period of
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absence; if the employee returns to State service for a lesser period, he must repayratadpsis

the portion of the note and interest which has not been fulfilled by the employment.

The note will be executed at the date of the initial payment, with interest to accrue at the date study is
terminated; the principal will be listed at the full estimated State expenditure, later &aljusted to

the amount actually paid by the State atheftermination of the study.

Educational Aid

Educational aid is contingent upon local and/or state appropriation of fidmtmally educational aid

is awarded to enable qualified fiiime faculty to attain advanced degréesn one of thessix

regiondly accreditedassociations (see belowhen such degrees are essential to maintenance of
established standards of the institution or to enable faculty to undertake advanced degrees or study
necessary to meet specific needs of the instituBonassociaionsi New England,North Central,
Northwest Middle StatesWesternand the Southern Associatioaf Colleges and Schoals

If the Collegerequests that a faculty member obtain specific skills outside that individual's subject
area, then th€ollegewill pay the full cost of tuition unless completing course deficiencies was a
condition of employment.

If courses are taken for the individual's benefit, but were not requested Ggltbge then theCollege

may pay up to 800 per semester, not exceeding ladlfhe actual cost of tuition, pending approval of

the President's Staff. Books and other study materials charged or purchased separately are not cove
The Collegewill reimburse its portion of no more than two doctoral dissertation clag$eCollege
encourages faculty involvement in professional organizations and attendance at professional meeting
or workshops. Money will be made available for meeting and workshop travel as the budget permits.
Original appointment faculty employees shouldmally complete one fubemester of employment in
order to be eligible for Educational Aid-his provisionshall also apply to faculty employees re

employed within the VCCS after a break in service. Teaching faculty should normally be eligible for
or have received a muHlyear appointment in order to be eligible for Educational Aid which consists of
educational expenses and educational leave with partial pay or educational expenses and educational
leave without pay. Administrative faculty should normdlave completed a minimum of three years

of service in the VCCS in order to be eligible for Educational Aid which consists of educational
expenses and educational leave with partial pay or educational expenses and educational leave withg
pay.

VCCS Proéssional Development Initiative

Professional development is defined as a comprehensive, systematipugmaseful initiative
designed to maintain professional competence, to serve career and personal needs, and to respond t
institutional objectives wié remaining attentive to faculty career stages. The responsibility for

faculty professional development is shared by the individualCtllege and the VirginiaCommunity
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CollegeSystem. (See Professional Development Workshop EvaluétiBihibit 42) The objective of
the VCCS Professional Development Initiative is to support the commitment to quality education for
CommunityCollegestudents in Virginia by investing in the professional development needs of the
faculty that ably serve them. The termcliéty” is broadly defined to include teaching, professional,
and administrative faculty.
The VCCS Professional Development Initiative includes the following components:

Minority Faculty Recruitment Project

Faculty Exchange Program

Telecaferences: Satellite Broadcast Support

Faculty Professional Development Research Grants

Peer Group Meetings.
SVCC's Professional Development in conjunction with the VCCS Professional Development Initiative
provides for a comprehensive package of oygtiand faculty and administrators are encouraged to
participate in both(See Recipient Evaluation FofinExhibit 41)
Adjunct Faculty
Educational aid may also be awarded to adjunct faculty upon the recommendation of the appropriate

Dean when additional coses are essential to maintenance of established standards of the College or t

\=J

meet specific needs of the College. Educational aid for adjuncts will be awarded at the same level angd
following the same guidelines and limitations as aid awarded ttifudl faculty.
Classified Staff
Educational Aid
Educational aid is contingent upon local and/or state appropriation of funds. Normally educational aid
is given to classified employees for the following:
A Training of employees in the use of newnawdified methods and equipment.
A Training employees in skills and knowledge required by changes in the employee's
current position.
A Training of employees for advancement to positions for which qualified applicants
are not otherwise available.
A Training of enployees appointed with beleminimum qualifications because
qualified applicants were not available.
In accordance with theate policy on educational aid, tReesident's Staff has made the following
interpretations:
All educational aid reques{se= Exhibit 43)must be submitted at the beginning of the

semester with reimbursement to be made at the completion of the course and upon appropriate
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documentation of successful completiare. official copy of the grade report (EXCEPTION:
**), TheCollege educational aid policy covers only tuition and release time when
appropriate. It does not cover the cost of books.
A classified employee may take a cladisring working hours with pay if the following
conditions are met:
The course or programs are \koelated.
The class does not exceed three credit hours per semester.
The employee has his/her supervisor's approval.
The employee puts job responsibilities first before cladaaag work time.
If the Collegerequests that an employee take a classotuwill be paid by theCollegeand
the employee will be given release time with pay.
*|f the employee requests to take a work related course, the employee may pay the tuition;
and theCollege pending supervisor's approval, will give release time vath p
** The employee wishes to take a nwark related course during work hours, the employee
may pay for the tuition and make the time up either before or after his/her normal work
schedule. Time cannot be made up during breaks.
Full and parttime emplgees are eligible to have tuition waived for six (6) credit hours per
semestefor classes taken &VCC.A continuing education waiver must be completed by the
employee and turned in to Human Resources for employment verifidatln class is
duringwor ki ng hours then the class must perta
while attending classConditions for participation are as statedhia VCCS policy manual.
www.vcces.edu
Parttime employees may béigible for tuition matching at the discretion of the
President's Staff. Each request is considered on an individual basislapénslent upothe
availability of funds, the employee's length of service toQblege andthe benefito the
Cdlege
Full-time Classified staff wishing to take classes beyond the associate degree level are
reimbursed at the rate of up to half the actual cost uga6 er semester.
The only time theCollegewill pay tuition for a course before the course is tatkeher than
reimbursing an employee upon satisfactory completion of such a course is wiail¢ige
sets up an #house training course for employees and designates which students are
authorized to charge. If th@ollegedoes pay tuition beforehand atie: employee does not
complete the course, then the employee will be liable for payment of the course.
In cases when the employee is required to attend meetings and travel during non
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4.1

routine work hours, no payment of overtime is auttetizAttendance is for the employee's
benefit; therefore, the time involved should be treated as educational leave with no transactio
required. (See Exhibit 27)

3.17 PROFESSIONAL ASSOCIATIONS

Membership and participation in professional associationsareequired of Southside Virginia

CommunityCollegefaculty members but are encouraged. Tadlegecannot defray the cost of
individual membership but may in some cases help defray costs of participation through

reimbursement for travel.

3.18 EXIT INT ERVIEW & CHECK OUT SHEET

The Collegerequeststhatanexit interviewsheet be filled outvhenever an employee resigns, transfers,

or retires Exit interview resultglo not become a part of the employee's personnel recacdhey to
be used in making amgcommendations or be used in any manner which would affect the exiting
employee's employment opportunities or benefits. Each supervisor is respongietpiésting that
these sheets be completed when a staff member |€®eesExhibit37). Completionof the form is
voluntary. Exiting employees are also encouraged to have aintexitew conferencavith his/her
supervisor. The exiting employee must complete the Employee Checkout Sheet (See2&xaitait
turn in keys. If the Employee Checkout Shisenot fully completed and property is not returned by
the last day of work, the pay check will be held. Checks will be released whe€nltégeis satisfied
that allCollegeproperty and materials have been returned. In addition, a letter of tesmigmast be
sent to the immediate supervisor with a copy to the Human Resource Office (for faculty and
administrators an additional copy is sent to the President).

POLICIES REGARDING INTERNAL BUDGETING, FISCAL CONTROL AND ACCOUNTING

SYSTEM

Budget Prepration

The Collegeoperates on an annual budget with the fiscal year being July 1 through June 30. Responsibility for
the preparation and implementation of the budget is vested Rréblent. Each year the Virgin@ommunity
CollegeSystem preparebe budget guidelines which regulate the preparation of the maintenance and operating
budget. The&/ice Presidentf Finance and Administration is responsible for the preparation and implementation
of the total budget for th€ollege

The Collegereceivesa target, based on projected enroliment, for funding and positions from the VCCS. The
Collegealso receives guidelines for promotions and salary increases for personnel. Since personnel comprises

more than 80% of the total budget, Wiee Presidenof Financedoes these calculations first and projects the
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Co | | éxgdechsts from the current year's expenditures plus or minus any expected variations.
TheVice Presidenbf Financesendsout budget request forms (See Exhitdj to all full-time facultyand staff

in Januaryalong with a schedule of deadline for the budget preparaftmese forms ask for itemized requests

for equipment, supplies, and services. These requests are to be approved and submitted through the individual's
department head.

Depatmental heads may schedule hearings in March for new positions and/or major equipment requests.
Supervisors and department heads then submit budget requests which the President's Staff reviews. The
President's Staff makes allocations on the basis dfutighal priorities, enroliment, and other justifications.
TheVice Presidenbf Financealso sets up a contingency fund to cover unbudgeted items which may arise
duringtheyear. Thé¢i c e P r ©fficé Moaitors thesbudget on a weekly basis stats making
expenditure projections in January for the remainder of the fiscal year. SVCC uses this, along with the
enrollment projection, to modify the budget as needed for the remainder of théfiedncal funds budget
includes the small amount of fdimg received from counties and municipalities within SVCC's service area.
These funds cover certain expenditures for public informa@Gommunityservice, faculty/staff development,
and other items not normally funded by the state.

Fiscal Control and écounting

The Chart of Accounts was developed for the VCCS by SCHEV and is compatible with the system
recommended by NACUBO. Thgo | | éngreiél fransactions are accounted for on the automated
PeopleSoft Systemvhich interfaces with the Commonwealtitddunting and Reporting System (CARS). The
Co | | expenditgres, revenues, cash, appropriations and allotments as repd?emptasofare reconciled
monthly toCARS. Paymentt vendors are processed through the Treasurer of VA while transactiaeebet
State agencies are processed via Interagency Transfer Invoices (IAT's). Transactions witbilegeérom

one department to another are processed on Agency Transaction Vouchers (ATV's).

Cash to state or federal accounts set up on the automatmehtingsystem ar@eposited to the Treasurer of
Virginia on a Deposit Certificate and coded to appropriate revenue sources. Revenue from other state agencies

is transferred via IAT. All requests for expendituoeer $5,000nust be submitted to the caogpBusiness

D

Office. Before funds can be expended requests for charges to M & O accounts must have the signatures of th
authorized account administrator and must be approved MidbdPresidenof Finance and Administration or

the Business Manager. (Siect 4.621 of the VCCS Policy Manual.) The coding of all expenditures will be

made by business office personnel.

The Business Office shall providaline expenditure accesseachdepartment headepartmenheadsare

asked to contact the Business Offigighin five days after receiving the report if there are any questions or
discrepancies regarding their accourii@partment headsanrequest that online access be gite them or

their designated stafbr PeopleSoft Systemccess for inquiry only ttheir accounts.
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4.2

BOOKSTORE POLICIES

The following policies have been adopted to enable the Bookstore to support students and faculty in an effecti
manner.

All book orders etc. must be submitted on the Request for Textbook Adoption or Reontér fhe bookstore
manager within two weeks after the schedule of each succeeding semester is completed. Book orders for non
standard courses must be in three weeks prior to the beginning of class. Fall book orders must be made befor
the end of the sprqnsemester by the appropriate faculty orBlean of Instructiomwill order them within two

weeks after the time the fall schedule is complete. Every effort will be made by the bookstore to obtain the
books ordered within this time frame. The bookstoreagar willsend remindersf order and return deadlines

to the faculty. The bookstore manager will notify the affected faculty member immediately if for any reason a
book order cannot be filled so that the faculty member may select an alternative text.

Before newly adopted books are ordered, the Request for Textbook Adoption or Reorder form must be
approved by th®ean of Instructiomnd/or director and submitted to the bookstore manager. In order to keep
the costs of texts as low as possiblés iequested that the faculty keep book adoption changemittiraum

three years(unless edition changes) to maximize the sale of used texts in the bookstore.

To prevent oveprdering the bookstore manager will review each completed order form andtaeuitisthe
appropriate administrator.

All books and supplies sold in the bookstore must be ordered by the bookstore manager.

The bookstore manager will notify the faculty as to the number of books on the shelf at the close of the drop a
add period ireach semester. Two weeks after this notification, the extra copies of the textbook will be returned
for credit unless the faculty members notify the bookstore manager to retain them.

If the faculty member involved has previously requested the bookstoragerato hold a title and there are

eight or more copies of the textbook on the shelf, the book cannot be changed without the approizdasf the

of Instruction

The Dears of Instructionwill order texts for partime instructors.

Books other thatexts and/or other items will not be carried in the bookstore unless they are raxealedurse

or are mutually agreed to by théce Presidet of Finance and Administration and the Provosts.

Book loans cannot be made to the faculty or staff. Bookshwagharged to the appropriate division,

and upon return, if returned before the billing cycle, the division will be credited for the text if it is in

saleable condition. If the book is not returned in saleable condition, the approprigitendiiil be billed for

the cost of the book.

Faculty or staff members may not charge a purchase to their M & O budget account avithoperly

approved purchase order.

11C
Rev. 12/07




SVCC Faculty/Staff Handbook

Textbook Refund Policy
See SVCC Websitdattp://www.sv.vces.edu/bookstore/returnpolicy

Checks must be made out for the exact amount of the purchases since state regulations pluiokgttre

from dispensing cash on personal checks. The bookstamable to provide change.

If an adopted text is received by the bookstore and the instructor subsequently chooses tio¢ tiextb®ok

the cost of the transportation both ways will be the responsibility of that instructor. In the case of a canceled
course, the bookstore will assume the cost of returning textbooks.

In order to reduce the cost of textbooks to the studeapolicy of the bookstore will be to provide used books
whenever possibleBook orders are entered into the Datatext ManagemestS5e m whi ch gener a
|l isto which is faxed to used book companies with
shipped approximately 30 days before start of class. Books not available as used books are ordered from
publishers 3@lays before the start of class.

At the end of each semester, the bookstore will buy texts from students. Books adopted for the upcoming
semester will be purchased at approximately 50% of the new retail price. Those texts no longer in use at the
Collegewill be bought at the wholesale price as determined by the used book dealer's buying guide.

Discount Policy A 10% discount will be given to Faculty and Staff on textbooks and a 20% discount on other
merchandise. Sale items and special orders are egclude

Authority has been given for instructors and designated staff members to sell textbooks for extended campus

courses. Money from offampus book sales must be submitted tdtukstore within 24 hourdéJnsold books

taken from the bookstore for efamps sales must be returnedthin one day after the second class meeting

A completed OffCampus Textbook Sales Payment F¢8re Exhibit 33Jnust be submitted with appropriate
monies collected. Desk copies are the property o€tilege not individual faalty and therefore, proceeds

from sale of these books should go to @@lege The bookstore does not buy or sell desk copies.

Acceptable methods of payment for books are cash, charge, (Financial Aid, VisaQdabstard check. Upon
receipt of a propeauthority, charges may be made to third parties. Finance charges will be charged to student

leaving insufficient financial aid in SIS.

Auxiliary Profits

Bookstore profits are invested and earmarked for student scholarsthighsnt activitiesr other
Collegeneeds aselsi gnat ed by Pr esiCdlleggBod&rxds St aff and/ or
Commissions from vending and food services are put into Student Activities in Local Funds.

4.3 PURCHASING POLICIES AND PROCEDURES

Purchasing guidelines and procedures faut8side VirginiaCommunityCollegehave to comply with the
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Virginia Public Procurement Act (VPPA) and the Agency Procurement and Surplus Property Manual (APSPM)
regardless of the source of funding. Southside VirglmanmunityCollegehas purchasing dejated authority

up to $50,000 for nowontract goods and is unlimited for rprofessional services and contract or mandatory
source items. Al pur chas e s elenttosid purbhasing dystemeesdcept thoseo u
items exempt whichre listed in chapter 14 of the APSPM. For policies on purchasing fecardract items up

to $50,000; refer to chapter 5 of the APSPM. The APSPM can be viewednatva.state.va

Southside VirginilCommunityCollegehas decentralized purchasing. Access to eVA has been given to all
departmergwho regularly place purchase orders. For those areas that only do minimal purchasing, an internal
purchase requisition is forwarded to e | | @uwahasiag Office foprocurement.

SWAM

Every effort shall be made to purchase from small, weoened and minority (SWAM) businesses that have
been certified by DMBE. Th€ollegehas a SWAM plan which outlines ti@olleges objectives and goals in
reaching SWAM vendors, ingpticular women and minoritgpwned businesses. (Copiesof@e | | ege 6 s

SWAM plan can be obtained from the Vice president of Finance or the Purchasing Agent).

Small Purchase Charge Card

The state encourages agencies to use the GE MasterCard credir @drdrhall purchases. Departments doing
regular purchasing at tleollegehave purchasing credit cards issued to certain individuals. The card can be
used for purchases up to $5,000 with vendors accepting the card. Before being issued a smalcpedithase

card, individuals are trained in the policies and are required to sign an agreement not to misuse the card. Mont

reconciliations are required to be submitted toGhee | | @uychadisg office.

Receiving of Goods

Each department at tizolleges h a | | sign a Receiving Report as fGo
attach to all paperwork related to the purchase. If an alternative form is used (such as packing slip) then the w
Aforiginal 06 must be writ tAPRSTopic#2080&mped on such for
All invoices should be addressed to the Accounts Payable office and stamped receiving repbgs must
forwarded to the Accounts Payable office for processing of payment.

The Collegepays all bills within 30 days from receipt of goodsyéee or receipt of invoice, whichever is later,
unless the contract specifies different terms per the Prompt Pay Act. It is imperative that all paperwork
(invoices, receiving report, purchase order, etc.) be forwarded to the Accounts Payable offigenfemtpwithin

this time frame.
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4.4

EQUIPMENT INVENTORY /FIXED ASSESTSPOLICIES AND PROCEDURE

Identifying

Controllable equipment is all equipment purchases $2000 or more and equipment purchased with Equipment
Trust Funds, regardless of cost. Gotiable equipment purchased with state and federal funds is identified by
the Accounts Payable/Purchasing Clerk when processing vouchers for payment. A copy of the invoice and
backup is given to the campus Receptionists by the Accounts Payable/Pur€Hasing

Each campus receptionist assigns an inventory identification number and the tag to be affixed to controllable
equipment and assigns an individual responsible for the item. The receptionist gives the AMS input sheet with
ID number and backup docuntation to the Grant Accountant who completes the form with required

information.

Recording

Equipment that has been identified as controllable equipment is recorded on the VCCS Asset Management

System (AMS). Thé&rant Accountant completes the AMS Infdcument, and enters this information into

AMS on a monthly basid/arious reports and queries can be run in AlS to show asset information,

depreciation, etc. Detailed information for input procedures can be found in AMS Training Manual online at

http://system.vccs.edu/AlS/user_com/user _Community.asp

ID: AISUC
PW: AISUC123

Tagging
After equipment has been assigned an identification control number, the receptionist on eashgbaesghe

inventory tags to those individuals responsible for each piece of equipment for tagging.

Equipment Trust Fund

All equipment purchased with Equipment Trust Funds (ETF) must be recorded in AMS regardless of the cost.
All ETF acquisitions mushave a value of at least $500, (functional units may cost less than $500). ETF
purchases are paid through a lease arrangement with VCBA (Virginia College Building Authority). Ownership
of this equipment remains with VCBA until the lease period endedipment that is identified as

controllable is recorded in AMS by the Grant Accountant. Ateounts Payable/Purchasing Clerk reviews

accounting vouchers to identify ETF purchadés is later determined that the equipment was an ETF

purchase, it ishen recorded as such in AMS by the Grant Accountant. ETF equipment may not be declared
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surplus property until the college assumes ownership of the equipment after release by VCBA. AMS requires
completion of certain data elements to record ETF equipmBmtse data elements are: serial number, lease ID
number, ETF submission number, and requisition reference number. Detailed instructions for tracking ETF

through AMS can be found in the Asset Management Training Manual, Les3apital Acquisition Plas.

Movement and Relocation

The Grant Accountant must be notified by the Inventory Change Formtisschquipment is being moved
from one location to another or from one responsibéa to another. The Grant Accountant updates AMS with
any changes arfiles approved movement forms/emails after signing and dating (indicating that AMS has been

updated).

Temporary Removal from Campus

Circumstances exist in which an employee needs to use college equipment at home or another location off
college premiseforwork-r el at ed pur poses. The empl oyee must g
reasons for needing to temporarily remove the equipment from college premises on the Inventory Change forn
A copy of the form must be provided to the Grant Accounpaior to removing the equipment from campus.

The Grant Accountant will update AMS to indicate a room number of HOME and responsible area of the

individual 6s name responsible for the equipment.

Once the employee returns the equipment to college premiséesh e A RETURNO secti on o

completed and forwarded to the Grant Accountant. AMS will be updated accordingly by the Grant Accountant,

Physical Inventory

The objectives of a physical inventory are to ensure that the equipment recordé8 jphésically exists, to
determine if unrecorded or improperly recorded transactions have occurred, and to identify any defective or
obsolete assets on hand.

The Bookstore Manager for each campus oversees staff who conduct the pimysiogbry count aleast once

every two yearin order to properly safeguard assets and maintain appropriate fiscal accountability. Their
inventory lists are then given to the Grant Accountant who updates the mastersiigirfassion (See Exhibit

#29)

Reports are obtaidefrom AMS listing equipment as follows: (1) by nhumeric order) and (2) by responsible area
and room number. Any discrepancies are reviewed with the responsible persons and adjustments made
accordingly. Upon agreement the responsible person signs asdiuatepdated AMS inventory listing. A list

of missing inventory items is forwarded to the Vice President for review. The Vice President of Finance
distributes an updated listing of all missing inventory items on areaded basis. After 1 year if therns
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