S~

BlueRidge

COMMUNITY AND
TECHNICAL COLLEGE

FACULTY HANDBOOK

2015




TABLE OF CONTENTS

COVER PAGE

TABLE OF CONTENTS

A MESSAGE FROM THE PRESIDENT

AUTHORITY, SCOPE AND INTRODUCTION

NON-DISCRIMINATION STATEMENT

MISSION, VISION, VALUES AND ACADEMIC FREEDOM
Blue Ridge CTC Mission Statement

Blue Ridge CTC Vision Statement

Values

Principles of Academic Freedom

COLLEGE GOVERNANCE

WV Community and Technical College System (WVCTCS)
College Board of Governors (BOG)

The President

COLLEGE OPERATIONS

Sources of Authority

Organization Charts

Office of the President

Delegated Authority

College Councils, Committees, and Associations

INTRODUCTION TO A POSITION
Notice of Appointment

Position Description

Adjusting to a New Position

The Employee and Supervisor Relationship
Expectations of Faculty

Standard Workweek

Hours of Work

Office Regulations

Treatment of Students and Visitors
Faculty Workload

10
10
11
11
12

13
13
13
13

13
13
14
14
14
16

17
17
17
17
18
18
19
19
19
20
20



FACULTY CLASSIFICATION

General Provisions

Distinction of Faculty on the Basis of Full-time & Part-time
Full-time Faculty

Adjunct (Part-time) Faculty

Faculty Supplemental Appointments

Overloads

Summer Sessions

Independent Study

Per Student Compensation

Administrators and Classified Staff as Adjunct Faculty

HIRING PRACTICES
Equal Opportunity and Affirmative Action

Discrimination & Antiharassment in Employment and Application Complaint Procedure

Fair Labors Standards Act (FLSA) Exempt and Non-exempt Personnel
Equal Pay

Nepotism

Amorous Relationships — Faculty Member & Student

Ethics — Conflict of Interest

Posting of Faculty Positions

SENIORITY AND YEARS OF SERVICE CALCULATION METHODS
Seniority

Years of Service Calculation Methods

Blue Ridge CTC Service Awards

WYV State Service

Annual Increment

Retirement

Annual Leave

INITIAL APPOINTMENT, ADVANCEMENT IN RANK, DISTRIBUTION OF
FACULTY NEW PAY MONIES & MERIT, PERFORMANCE EVALUATIONS,

AND TENURE

Promotion Procedure and Application

Initial Appointment

Advancement in Rank

Distribution of Faculty New Pay Monies & Merit
Performance Evaluation

Tenure

BACKGROUND CHECKS AND RECORDS

21
21
21
22
23
23
24
24
25
25
25

26
26

27
28
28
28
29
29

30
30
30
31
31
31
31
31

32
32
32
32
36
38
39

39



CONDUCT, DISCIPLINE AND GRIEVANCES
Standards of Conduct
Harassment

DISCIPLINE

TERMINATION OF EMPLOYMENT

Voluntary Termination (Resignation or Retirement)
Involuntary Termination

Exit Procedure

GRIEVANCE PROCEDURE FOR WORK-RELATED DISPUTES

WORK ATTENDANCE
Attendance and Absence
Reporting Off Work
Academic Procession

TYPES OF LEAVE

General Leave Coverage

Sick Leave

Annual Leave

Catastrophic Leave of Absence
Family and Medical Leave Act (FMLA)
West Virginia Parental Leave Act
Funeral Leave

Leave of Absence

Military Leave

Uniformed Services Employment and Reemployment Rights Act
Red Cross Leave

Witness and Jury Leave

Declared Emergency

Holidays

Voting Time

POSITION AND SALARY DISTRIBUTION
General Provisions

Arrears

Annual Increment Pay

Compensation

40
40
40

43

44
44
45
47

47

47
47
47
48

48
48
49
51
53
54
56
57
57
58
59
60
60
60
61
62

62
62
63
63
63



EMPLOYEE BENEFITS

General Provisions

Retirement

Health Insurance

Life Insurance

Mountain Flexible Benefits Plan
American Family Life Assurance Company
Employee Assistance Program
Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA)
Social Security

Worker’s Compensation

Tuition Waivers

Education Release Time

Parking

Library Services

GENERAL PRACTICES & PROCEDURES
Bookstore

Duplicating and Printing Services

Dress Expectations

Office Keys & Access Cards (Keyless entry)
Employee Identification (ID) Cards

Safety & Security

Minors in the Workplace

Pets on Campus

Public Communication

Use of Official Blue Ridge CTC Symbols

IT Computer Services

Telephones

Acceptable Use of Computer Equipment, Data, Programs and Information Security

Intellectual Property

Copyright Guidelines

Plagiarism

College (State) Property Use
Travel

College (State) Owned Vehicles
Vehicle Accident Insurance
Protection of Private Information
Concessions and Solicitation of Funds
Political Activity by Employees
College Titles

Alcohol and Drug-free Workplace
Tobacco-free Campus

64
64
65
65
66
66
67
67
68
68
68
69
69
69
70

70
70
71
71
71
72
72
74
75
75
75
75
76
76
76
76
77
77
77
79
79
80
81
81
81
82
82



Dangerous Weapons 83

Campus Electronic Bulletin Boards 83
Workplace Injury 83
Ethics 84
Emergency Closure Communications, Work and Pay Guidelines 84
Confidentiality 85
Freedom of Information Act 86
Payroll Direct Deposit and WV Pay Card 87
Americans with Disabilities Act (ADA) 87
Emeritus Status 88
Consulting Affiliated with College Position 88
External Employment 89
Fundraising & Gifts to the College 89
Garnishments including Levy 90
Medical Records 90
Personnel File 90
Notification of Changes in Personnel Information 91
Faculty Development 91
Red Flag (Identity Theft) 92
Reference Requests and Verification of Employment 93
Volunteering 93
Grants and Contracts 93
Board of Governors’ Rules 94
INSTRUCTIONAL ADMINISTRATION 95
Schedule 95
Grading 96
The Academic Appeal Committee 97
Student Grade Appeals 97
Academic Integrity Procedures 101
Attendance Verification 106
Faculty Advisors 107
Program Coordinators, Deans, and Vice Presidents 107
STUDENT SERVICES ADMINISTRATION 109
Role of Advisors to Campus Organizations 109
Response to Student Instigated Threats 110
Reporting Student Accidents/Incidents 110
ACKNOWLEDGEMENT OF RECEIPT 112



A MESSAGE FROM THE PRESIDENT

Congratulations on joining or being a current member of the Blue Ridge Community & Technical
College team! We are pleased to have you and wish you a successful and enjoyable career. Each
employee is a vital contributor to the College’s mission and the success of our students.

The Blue Ridge CTC faculty handbook provides faculty with useful information and should be
referenced frequently. The handbook is not intended to be a self-contained document. The
document serves as a general guide to applicable federal and state regulations, Board of
Governors’ rules, departmental policies, administrative procedures, guidelines, services and
activities, as well as to relevant policies and procedures of the West Virginia Council for
Community and Technical College Education.

Dr. Peter Checkovich
Founding President



AUTHORITY, SCOPE AND INTRODUCTION

The Blue Ridge Community and Technical College (Blue Ridge CTC) Faculty Handbook
(Handbook) provides general guidance and clarification of faculty expectations. Specific
references to policies concerning rights, privileges, security, benefits, opportunities, and
responsibilities are included. This Handbook is designed to enable faculty members to fulfill
their professional roles with confidence and consistency.

This Handbook applies to all Blue Ridge CTC faculty. For purposes of identifying membership in
the Blue Ridge CTC faculty, faculty members are those with a Notice of Appointment
establishing expressly that they are Blue Ridge CTC faculty. In such cases, lines of
supervision/authority run from the President through the Vice President and levels of
supervision to include the individual faculty member. For purposes of identification throughout
this document, the Vice President is defined as the administrator in the lead position of
authority for each School/Division/Department with a direct report to the President.

Effective Fall 2009 and subsequently amended Fall 2015, the information herein is subject to
modification at any time. The process of developing modifications to these policies will include
consultation with parties as deemed appropriate. Notice of such changes shall be published to
the faculty of Blue Ridge CTC through memoranda or other means.

The Handbook is not intended to be a legal contract and shall not be construed to alter the
nature of employment for either the employer or employee. This Handbook shall not create
any additional rights that are not otherwise created by applicable policy, rules, regulations or
law.

It is the responsibility of every employee to be familiar with the current Handbook and maintain
compliance with the guidelines contained therein. Accordingly, the information contained
within the Handbook is considered important to the employment of every faculty employee.
Please be aware that changes in some of this material is inevitable as current rules, policies,
regulations and law are modified and new ones enacted. Again, it is the employee’s
responsibility to maintain familiarity with the current Handbook.

All material in the Handbook may be superseded by subsequent College adoption of or
modification to policies and/or rules developed by the Blue Ridge Community & Technical
College Board of Governors (BOG), the West Virginia Council for Community and Technical
College Education (WVCCTCE), the State of West Virginia and federal regulations or laws. This
document merely serves as a summary of the same and is not intended to modify, expand upon
or otherwise supplant any policy, rule, regulation or law. If there is a real or perceived conflict
between this document and any policy, rule, regulation or law, the policy, rule, regulation or
law will always control. If any such conflict is identified, it is the employee’s responsibility to
bring the issue directly to the Vice President of Human Resources as soon as possible for
resolution.



The master copy of the Handbook will be updated as changes are made. The master copy is
maintained by the VP of Human Resources. A current copy of the Handbook will be posted on
the College’s website. A hard copy is also available in the Human Resources Office. It is the
employees’ responsibility to periodically review the handbook and be aware of any changes
made.

All employees are entitled to be treated with respect and dignity by supervisors, students and
other employees. Employees can expect a safe and healthy working environment free from
harassment or discrimination. Likewise, employees are expected to provide a full day’s work
each day; to behave in a civil, professional manner; to treat all others with respect; and to
comply with all laws, rules, policies, and regulations pertinent to College operations. The
College will strive to provide employees all the necessary tools, training, and assistance to meet
their respective responsibilities.

If at any time during your employment you have a question or concern about work-related
issues, please contact your immediate supervisor, Vice President or a representative from the
Human Resources Office. Suggestions for improvement, comments, or corrections to this
document are welcomed, and should be directed to the VP of Human Resources.

Upon receipt of this handbook, faculty members must complete the acknowledgement at the
end of the document and return to Human Resources.

NON-DISCRIMINATION STATEMENT

Pursuant to the requirements of all applicable laws and regulations, Blue Ridge CTC provides
opportunity to all prospective and current members of the student body, faculty, and staff on
the basis of individual qualifications and merit without regard to race, color, sex, sexual
preference, religion, age, national origin, sexual orientation, marital or parental status, familial
status, veteran status, or disability.

Inquiries concerning this statement should be directed to the VP of Human Resources at 304-
260-4380, ext. 2234 and office is located in Room 1200, Headquarters building, Martinsburg,
WV. Inquiries concerning Title IX, a comprehensive federal law that prohibits discrimination on
the basis of sex, should be directed to the Title IX Coordinator at 304-260-4380, ext. 2126 and
office located in the Business Office, Headquarters building, Martinsburg, WV.



MISSION, VISION, VALUES AND ACADEMIC FREEDOM

Blue Ridge CTC Mission Statement

Blue Ridge CTC is dedicated to providing a diverse student population with collaborative
programs and support services to improve the quality of life and promote economic
development in its service area. The quality academic programs are learner centered and
focused on career entry, university transfer, developmental education, and workforce
development.

To effectively implement its mission, vision, and values, Blue Ridge CTC is guided by the
following purposes:

Career and Technical Education

Provide career and technical education certificates, associate of applied science, and
selected associate of science degree programs for the students seeking immediate
employment or advancement in a variety of occupations, and courses and collegiate
certificate programs in technical, professional, and occupational fields.

Transfer Education

Provide associate of arts and associate of science degree programs that serve as the first
two years of baccalaureate and pre-professional programs for students whose
education goal is to transfer into a baccalaureate program.

Developmental Education

Provide developmental courses and support services enhancing students’ skills in
mathematics, English composition, reading, study skills, and computers; and enhance
student ability to succeed in College-level courses and programs.

Workforce Training

Provide workforce training and retraining and contract education with business and
industry to train or retrain employees.

Continuing Education

Provide continuing education credit and non-credit courses for professional and self-
development, certification and licensure, and literacy training.

Cultural and Community Service

Provide, in collaboration with the local community, services such as workshops,

lectures, seminars, clinics, theatrical performances, and other non-credit activities to
meet the cultural, civic, and personal interests and needs of the community.
Cooperative Arrangements with the Public School System

Provide seamless progression for students through programs of study that are
calculated to begin at the secondary level and conclude at the community and technical
college level.
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Blue Ridge CTC Vision Statement

The Blue Ridge CTC curriculum is directly integrated with the economic and workforce needs of
the region. Programs of study are designed to meet the needs expressed by community
members, advisory boards, employers, and workforces as reflected in on-going needs analysis
of the region. Blue Ridge CTC faculty and staff continuously analyze and modify the curricula
and programs to meet the educational needs of an increasingly complex and technological
society. Blue Ridge CTC intends to meet the educational challenges of the 21 century and to
provide quality educational experiences for the population of the Eastern Panhandle of West
Virginia.

Values

With student learning as its ultimate priority, Blue Ridge CTC supports the following values:

Access to Higher Education

Blue Ridge CTC provides both traditional and nontraditional methods of instruction.
High Quality Programs and Services

Blue Ridge CTC emphasizes instructional excellence, faculty and staff competency,
ongoing curriculum development and improvement, and continuous quality assessment.
Institutional Effectiveness

Blue Ridge CTC focuses on accountability, assessment, employability of graduates, and
comprehensive planning and improvement.

Academic Freedom

Blue Ridge CTC believes that all faculty and students have the freedom to learn, the
freedom to inquire, and the freedom to associate.

Advancement and Enhancement of Current Workforce

Blue Ridge CTC is dedicated to increasing skills and competencies to allow for upward
mobility and increased opportunities in the employment market.

Community Centeredness

Blue Ridge CTC’s close relationship with the community is reflected in comprehensive
programming, partnerships with other organizations, community outreach efforts, and
responsiveness to community needs.

Diversity

Blue Ridge CTC believes in equal opportunity for all persons.

Efficient and Accessible Transfer of Credit

Blue Ridge CTC strives for ease of transfer among community colleges and four-year
institutions as well as supports the development of transfer or bridge classes that allow
mobility from accredited post-secondary schools to the community college.

11



Principles of Academic Freedom

Blue Ridge CTC subscribes to principles of academic freedom consistent with the American
Association of University Professors.

The purpose of this statement is to promote public understanding and support of academic
freedom and agreement upon procedures to assure it at Blue Ridge CTC. Institutions of higher
education are conducted for the common good and not to further the interest of either the
individual teacher or the institution as a whole. The common good depends upon the free
search for truth and its free exposition.

Academic freedom is essential to these purposes and applies to both teaching and research.
Freedom in research is fundamental to the advancement of truth. Academic freedom in its
teaching aspect is fundamental for the protection of the rights of the teacher in teaching and of
the student to freedom in learning. It carries with it duties correlative with rights.

Teachers are entitled to full freedom in research and in the publication the results, subject to
the adequate performance of their other academic duties; but research for pecuniary return
should be based upon an understanding with the authorities of the institution.

Teachers are entitled to freedom in the classroom in discussing their subjects, but they should
be careful not to introduce into their teaching controversial matter which has no relation to
their subject. Limitations of academic freedom because of religious or other aims of the
institution should be clearly stated in writing at the time of appointment.

College teachers are citizens, members of a learned profession, and officers of an educational
institution. When they speak or write as citizens, they should be free from institutional
censorship or discipline, but their special position in the community imposes special
obligations. As scholars and educational officers, they should remember that the public may
judge their profession and their institution by their utterances. Hence, faculty should at all
times be accurate, exercise appropriate restraint, show respect of the opinions of others, and
make every effort to indicate that they are not speaking for the institution.

12



COLLEGE GOVERNANCE

The contents of this section are for informational purposes only and include descriptions
developed by the administration.

West Virginia Community and Technical College System (WVCTCS)

The WVCTCS is comprised of 9 colleges, delivering affordable comprehensive community and
technical college education in all regions of WV. The System graduates individuals who are
prepared to meet the demands of employers or succeed in subsequent education. Through
collaboration with various community members, the WVCCTCE strives to provide high-quality
workforce development programs and increase the college-going rate in WV.

College Board of Governors (BOG)

The Blue Ridge CTC BOG is charged with determining, controlling, supervising, and managing
the financial business and education policies and affairs of the College.

The BOG consists of one faculty member, one classified employee, one student, and nine lay
members. Lay members are appointed by the Governor. Classified employees, faculty, and
students hold elections from within their constituencies to select representatives to BOG. All
BOG positions are voluntary.

The President

The President is the Chief Executive Officer of the College. The President is appointed by the
BOG subject to approval by the WVCCTCE. He or she reports to the BOG and is responsible for
the establishment and implementation of all College rules and goals as well as the acquisition of
sufficient resources to achieve College goals.

COLLEGE OPERATIONS

Sources of Authority

The operations of the College are mandated by a number of statutory, rule and policy sources.
These include federal and state laws and regulations, WVCCTCE policies, BOG College rules, and
administrative policies, procedures and guidelines.

e WV Code
e WVCCTCE Rules & Polices
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http://www.legis.state.wv.us/WVCODE/Code.cfm
http://www.wvctcs.org/index.php/2013-06-28-14-24-34

e Board of Governors’ Rules
e Administrative Policies and Procedures, Departmental Policies and Procedures, and
Guidelines — Located on College website and/or public shared drives.

Organization Charts

Organization charts illustrate Blue Ridge CTC’s schools, divisions and departments and their
interrelationships within the College. The organization chart is maintained on the College’s
website.

Office of the President
The President’s Executive Staff
The President’s Executive Staff consists of The President, Vice Presidents, and the Executive
Assistant to the President. The Executive Staff is a forum for discussion of College strategy,
policy, and issues to be vetted prior to presentation to the employee population for discussion.
Throughout this document, the major administrators reporting to the President are cited as
Vice Presidents.
Delegated Authority

e President
The BOG has delegated the responsibility for final approval of the employment and termination
of all employees to the President. These decision-making responsibilities cannot be “delegated”
further by the President. However, the day-to-day management and supervision of employees
must be assigned by the President to the appropriate supervisor.

e Chief Financial Officer

This position oversees the leadership and college-wide vision for planning, analyzing and
evaluating the College’s financial operations.

e Executive Assistant to the President
This position provides high-level administrative professional support to the President and VP of
Workforce & Engineering Technologies and serves as the office manager for the Workforce &

Engineering Technologies and Program Coordinator for WIT/TAA.

e Vice President of Enrollment Management
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http://www.blueridgectc.edu/about-blue-ridge/board-of-governors/policies/
http://www.blueridgectc.edu/wordpress/wp-content/uploads/2012/08/BRCTC-Master-Org-Chart-7.1.15.pdf
http://www.blueridgectc.edu/wordpress/wp-content/uploads/2012/08/BRCTC-Master-Org-Chart-5.4.15.pdf

This position oversees the leadership and college-wide vision for planning, analyzing and
evaluating the College’s enrollment management functions.

e Vice President of Human Resources

The duties of this position include but are not limited to advising the President on human
resources rules, policies, regulations, best practices, coordinating the process of acquiring new
employees, ongoing employee relations, and ensuring College compliance with federal and
state laws as well as WVCCTCE and Blue Ridge CTC rules/policies pertaining to employment.

The Vice President of Human Resources, as the designated Equal Opportunity Employer and
Affirmative Action Officer, monitors and ensures that all College policies and procedures are in
compliance with affirmative action guidelines and advises the President on any matters that
have potential affirmative action impact.

e Vice President of Information Technology (IT) Services

This position serves as the College’s chief administrator for information technology services and
operations. The duties of this position include overall planning, organizing and execution of all
IT functions for the College and directs IT operations to meet requirements as well as the
support and maintenance of existing infrastructure, applications, and development of new
technical solutions.

e Vice President of Instruction
Among those to whom the President has delegated major academic responsibilities is the Vice
President of Instruction who serves as the College’s chief academic officer. The duties of this
position include providing leadership for the development, maintenance and improvement of
quality instruction.

e Vice President of Professional Studies and University Transfer
This position oversees strategic planning, operational leadership, financial oversight, policy
review, and ensuring academic integrity for all programs and coursework in the School of
Professional Studies and University Transfer.

e Vice President of Workforce Development & Engineering Technologies
This position oversees the leadership and direction for the economic and workforce

development area of the College to include setting goals, developing programming and
coordinating activities of all programmatic sectors within the area.
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College Councils, Committees, and Associations
e C(Classified Staff Council

The Classified Staff Council advises the President or VP of Human Resources in matters of
interest for the classified employees. A classified employee is an employee who is covered by
the provisions of the classification program outlined in WVCCTCE Title 135, Series 8. The Council
meets at least quarterly with the President and provides opportunity to meet monthly with the
classified employees. The Council consists of members elected by the classified employees from
their respective constituencies or as ex-officio members of the council. The composition, role,
and authority of the Council is described in the Council’s By-Laws and WV Code.

e Faculty Council

The Faculty Council is a collegial body for faculty discussion on various matters affecting the
College and a platform for professional development. Faculty Council provides a forum for
discussing College policy, procedures and programs that concern the faculty — specifically
academic policy. The Faculty Council advises the Chair on matters concerning the faculty.
Faculty participation is encouraged.

A full-time faculty member serves as elected faculty representative to the BOG. The faculty
member shall serve for a term of two years. Faculty members are eligible to succeed
themselves for three additional terms, not to exceed a total of eight consecutive years.

e Student Leadership Academy

The Student Leadership Academy (SLA) serves as a role model to the student body on issues
concerning campus life and student regulations. SLA also assists in planning student activities
and participates in community service projects. The SLA maintains communication among all
members of the student body and acts as the representative of the student body to the faculty,
staff, administration and public. The SLA consists of a Student Representative elected to the
Board of Governors.

e Ongoing committees

Ongoing committees represent major aspects of the college with participation from all
employee groups and teams. Academically, the Assessment, Curriculum & Instruction, General
Education Advisory, and Retention committees ensure the dedication of faculty in overseeing
all curriculum matters.

As demands change and the College evolves, committees, teams and task forces are formed to
address specific policies, procedures and practices and then disbanded when no longer
applicable. Additionally, student groups and organizations promote academic and personal
interests establishing a culture of participation.
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INTRODUCTION TO A POSITION

Notice of Appointment

The President makes all appointments of full-time personnel at the College after consultation
with appropriate administration. The College’s offer of appointment is consider first, best and
final offer. Any negotiations for an appointment are discouraged and not binding on the
College unless offered in writing by the President. Every appointment is for one fiscal year or
part thereof in accordance with and in actions thereto as provided by law. Every appointment
shall be in writing. A copy of the Notice of Appointment will be furnished to the person
appointed. Such notice will contain terms and conditions of the appointment.

Notices of Appointment for each fiscal year will be furnished to appointees following receipt of
the Board of Governor’s budgetary allocations or approved expenditure schedule. Provisions
for the signature of the President and the employee will be included on the Notice of
Appointment. The President’s signature will constitute an offer of employment subject to the
stipulations in the notice. The employee’s signature signifies acceptance of the appointment.

The employee should return the signed Notice of Appointment to the Office of Human
Resources within 15 days from the date on the form which appears below the President’s
signature. Failure to return a signed appointment form within thirty days of receipt shall
constitute an abandonment of position unless an advance written notice of a commitment to
continue employment has been received from the faculty member.

Position Description

A written job description shall exist for faculty positions. The job description should be
reviewed at least once every three years for accuracy by the immediate supervisor and Vice
President or at any time a significant change in the position occurs as communicated by the
supervisor. It is the employee’s responsibility to review and be familiar with the position
description for his or her position. If any modifications of the job description are required after
the review of a job description, a copy shall be submitted to the Office of Human Resources to
be placed in the personnel file.

Adjusting to a New Position

Beginning a new job requires a period of adjustment for the new employee, the supervisor and
teammates. The adjustment period is a time of learning about the requirements of the new
position and how each person contributes to the duties of the functional area. Open
communication between all parties is essential for a successful beginning. The Human
Resources Office oversees the new employee orientation and assists with onboarding.
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The Employee and Supervisor Relationship

The supervisor has the responsibility of assigning the specific duties based on the written job
description to the employee, defining how they are to be accomplished and specifying timelines
for completion of individual goals and duties. The supervisor will provide day-to-day leadership
and guidance to the employee. The supervisor will set annual goals and evaluate performance
and assist employees in any areas indicating a need for modification or improvement.

The College has established guidelines for conduct and how to interact with students, faculty,
co-workers, administrators and the general public both within and outside the College. It
should be the goal of all employees to provide effective, timely, and courteous service to all
customers and internal clients.

Employees are encouraged to seek assistance from their direct supervisor on any questions,
suggestions or concerns. The supervisor should always be the first stop for concerns unless an
issue warrants an employee speaking directly with the second level supervisor or Human
Resources.

Expectations of Faculty

The following are expectations for those employed as faculty at Blue Ridge CTC, especially
those employed on a full-time tenured, term, or temporary appointment.
e Effective Teaching
Effective teaching is the product of such elements as (1) competency in one’s field which
engenders the respect of one’s colleagues; (2) interested effort and enthusiasm on the
part of the instructor toward the students and their work; (3) demonstrated progress on
the part of the students, as seen in their interest in learning, their desire for scholarship,
and their effective effort toward self-improvement and cooperative endeavor.
e Professional Growth
In addition to the actual accumulation of graduate credits, professional growth may be
judged by evidence of scholarly interests such as active membership in societies of
interest and pertinence, including attendance and active participation at meetings of
such societies at the state, regional, and national level.
e Service to the College
Members of the faculty are encouraged to take an active part in the professional and
social life of the communities and area served by the College. Because the College is
interested in constantly maintaining the goodwill and confidence of its constituencies
and the public at large, it is expected that each faculty member will contribute to the
sum total of community goodwill.

Demonstrated evidence of College service is expected and may be judged by willingness to:
e participate actively in administrative and faculty projects, such as committee
assignments, curriculum revisions, the accreditation process,
orientation/registration sessions, recruitment events, etc.;
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e accept and fulfill educational responsibilities outside the classroom, such as
identification with movements of genuine educational character or those activities
by which Blue Ridge CTC and the faculty member come to greater prestige and
usefulness in the community, state, and nation;

e participate in forums, conferences, in-service work, addresses, etc., all of which play
a part in public relations.

Standard Workweek

The workweek is a regularly recurring period of 168 hours in the form of 7 consecutive 24-hour
periods. It begins at 12:01 a.m. on Sunday and ends at 12:00 p.m. (midnight) the following
Saturday.

Hours of Work

A work schedule of 37.5 hours will be established within the standard workweek for all 12-
month faculty and administration with faculty rank. Please see the “Distinction of Faculty on
the Basis of Full-time & Part-Time” section for more information regarding full-time faculty
workweek expectations. Office hours are established collaboratively with the employee and
supervisor with final approval by the Vice President.

For students and other members of the College community, as well as prospective students and
general public, the College will offer various classes and services on Saturday. Each functional
area should be contacted to ascertain what services are available.

Office Regulations

Blue Ridge CTC is a professional and progressive business organization. Office and work spaces
are furnished and equipped for maximum employee productivity. Employees are expected to
contribute to a professional work environment in their choice of dress, language, and respect
for the rights of co-workers and students.

The work of the College and service to the students are to have primacy in the designated work
areas. Lounges or public areas are to be used for rest breaks. Group meetings on College
business should be scheduled in designated conference or meeting rooms or offices.

Within the functional area, mutual support and teamwork are expected of all employees.
Employees should cooperate at all times with the Vice President, advising him/her of the status
of functional area activities and peak work periods, resource needs, and anticipated leaves.
Likewise, Vice Presidents need to keep employees informed about goals, procedures, and
budgetary constraints. In particular, Vice Presidents should inform their teams when they will
be out of the office, when they can be expected to return, and how to reach them during their
absence.
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Treatment of Students and Visitors

Blue Ridge CTC exists for the students. The welfare of the students shall have primacy in
administrative decision-making. The employee represents the College in his or her contacts
with students and the general public. Courtesy and etiquette are expected and required as is
promptness in service.

Confidential student information is divulged only in accordance student privacy rights as
defined in the Student Handbook.

Inconsistency in the administration or regulations governing students should be avoided. When
circumstances warrant the granting of an exception to a regulation, careful documentation of
the reasons and events shall be chronicled.

Faculty Workload

For a full-time teaching faculty member without administrative duties (i.e., 9-month faculty
members), the normal teaching load is 15 credit hours per semester and 30 credit hours per
academic year, which is commensurate with the recommendations of the College’s accrediting
agencies and the WVCCTCE. In determining semester hour loads, consideration is given to
laboratory assignments and administrative duties. The actual credit hours taught may range by
position depending on releases and administrative workload at the discretion and approval of
the Vice President. The Vice President has the final approval for releases and administrative
workload.

In addition to an assigned teaching load, each full-time Blue Ridge CTC instructional faculty
member is expected to schedule a minimum of 10 hours per week for student consultation,
except during advisement week and before and after exams when all faculty members are
expected to provide additional availability. Service to Blue Ridge CTC is also an expected part of
each faculty member’s workload. Service may consist of advising a student organization;
serving as a member and/or chair of various Blue Ridge CTC committees; developing and
improving curricula; assisting with the accreditation process; and participating in recruitment,
orientation, and registration activities to support program sustainability and enhancement.
Sponsored program activity within and outside of the appointment does not normally
constitute extraordinary or exceptional projects for consideration by the Vice President for
supplemental payment.

Off-campus and evening/weekend classes will be offered as an integral part of Blue Ridge CTC's
mission to the service area. Faculty members are expected to share in a fair and reasonable
manner in these teaching obligations. Evening classes and off-campus teaching will, in general,
be considered a part of the regular teaching load. When off-campus teaching is necessary in
excess of the normal teaching load, additional compensation may be provided, with the
approval of the President.
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Each instructional faculty member is expected to post and hold regular office hours on his or
her office door or departmental bulletin board for students as well as faculty reference.

FACULTY CLASSIFICATION

General Provisions

Faculty are not considered classified employees and are not subject to the State of WV higher
education classification program.

Distinction of Faculty on the Basis of Full-time & Part-time

To be classified as full-time faculty, an individual must meet, as a minimum, the following
conditions of employment as determined by the President:

e Employment is in a specific position as delineated on a current and approved State
expenditure schedule(s) as contrasted to casual or part-time help.

e Employment for faculty is on a full academic year (at least nine months) appointment
basis for at least 12 semester credit hours teaching per semester or the equivalent in
administrative responsibilities, and expressly designated as “full-time.”

e Faculty who are on 10-month, 11-month, or 12-month appointments are expected to
work 37.5 hours per week. This means that if the faculty member is working during the
break between the finals in December and the beginning of the Spring Semester, the
faculty member should work 37.5 hours per week as they are expected to do so during
the semester, except when the College is closed.

e The calendar for faculty during the academic year is as follows:

9 month faculty — from the Friday before the beginning of the fall semester to
commencement;

10 month faculty — from the Friday before the beginning of the fall semester to
commencement and 4 weeks administrative duties;

11 month faculty — from the Friday before the beginning of the fall semester to
commencement and 8 weeks administrative duties;

e 10 and 11-month faculty whose administrative duties coincide with teaching during the
summer semester(s) will not be paid extra during that time. If the part of the summer
semester in which they are teaching is not during the time when administrative duties
are being performed, then the amount of adjunct pay will be pro-rated based on the
normal summer pay for an adjunct teaching a summer class.

e Faculty who receive release time will not receive additional pay to teach a class.

e Faculty who are 12 month and have administrative duties will not receive any additional
pay to teach a class during business hours.
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Full-time Faculty

Full-time faculty may fall into one of the following classifications:

Tenured

Tenured faculty members are those who have attained tenure status as determined by
the President of the College. Normally, tenured appointments are full-time (1.00 FTE or
the equivalent, as determined by Blue Ridge CTC) for the academic year.

Term

Faculty members who have been appointed for a specified term as defined by Blue
Ridge CTC. The appointment may be full-time (1.00 FTE or the equivalent, as
determined by Blue Ridge CTC) or part-time. While a full-time term faculty member is
eligible to receive reappointment to additional terms, no single term may exceed three
years. No number of term appointments shall create any presumption of a right to
appointment as tenure-track or tenured faculty.

Faculty appointed to tenured or term positions shall be appointed in one of the
following ranks:

e |nstructor

e Assistant Professor

e Associate Professor

e Professor

Temporary

Faculty members who have not been appointed in a tenured or term status. Their
appointment may be full-time or part-time.

Faculty appointed to temporary positions shall be appointed to the rank of Lecturer.

Temporary full-time appointments may be used if one or more of the following conditions
prevail:

The position is funded by a grant, contract, or other source that is not part of the regular
and on-going source of operational funding.

The appointment is for the temporary replacement of an individual on sabbatical leave
or leave of absence. Such appointments may not exceed three years and are subject to
annual renewal.

The appointment is for the purpose of filling an essential teaching post immediately,
pending a permanent appointment through a regular search and screening process.
Such appointments may not exceed three years and are subject to annual renewal.

The position is temporary to meet transient instructional needs, to maintain sufficient
instructional flexibility in order to respond to changing demand for courses taught, or to
meet other College needs.

The appointee is granted a primary appointment as an administrator or employee hired
to perform other non-instructional duties, with a secondary appointment that is
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instructional in character. Any faculty rank or teaching is considered temporary and
renewable on an annual basis. The appointee must be notified in writing of the status
of any faculty rank.

All temporary appointments shall be only for the periods and for the purposes specified, with
no additional interest or right obtained by the person appointed by virtue of such appointment.

Adjunct (Part-time) Faculty

Adjunct faculty serve as temporary faculty whose appointments are for a specific, written, and
agreed-upon period of time. Adjunct faculty are eligible to receive subsequent appointments;
however, no number of appointments shall create any presumption of a right to reappointment
or designation as tenured, term or full-time faculty. Adjunct faculty members have instructional
responsibilities consistent with the laws, rules, and procedures which guide all College faculty.

Adjunct compensation is based on the degree level and certifications applicable to the course
taught. Official transcripts, from a regionally-accredited institution, are used to verify the
highest degree obtained by the adjunct. An applicant who possesses a degree from a foreign
institution must provide a transcript evaluation to confirm that their degree is equivalent to a
degree awarded from an accredited institution in the United States. Adjuncts shall not teach a
course load that exceeds 9 hours per semester in accordance with the Scheduling of Non-
Benefit-Eligible Positions and Health Insurance Eligibility administrative procedure.

The employment of adjunct faculty is made pursuant to the approval of the President, with
recommendation from the supervisor and Vice President. The appropriate balance in each
department between the number of courses taught by full-time faculty and part-time faculty is
assessed by Vice Presidents. Supervisors and Vice Presidents are responsible for assuring that
adjuncts receive information regarding duties, responsibilities, and curricular issues. Vice
Presidents and their designees provide an annual assessment of the teaching performance for
adjunct faculty either directly or indirectly through the supervisors/program coordinators. A
tool commonly used for adjunct evaluation is the classroom observation form found on the HR
website within “Forms and Worksheets.”

Faculty Supplemental Appointments

Chairs

Chairs provide curriculum leadership and assist with faculty development. Chairs are appointed
for positions greater than 9 months or appointed by stipend for 9-month employees. Chairs
assist in implementing faculty personnel policies and the supervision of curriculum, courses,
methods, and delivery of instruction in their respective area. Chairs provide support for

academic program development, implementation, and assessment.

Deans and Directors
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Deans and Directors provide daily operations for the College and serve as the principal liaison
with the community, local schools, agencies and organizations within the College’s service area.
They implement strategies to continuously move the College forward while working with
internal and external stakeholders. Employees with Dean or Director in their title may also be
Assistant or Associate Deans/Directors.

Program Coordinators

Program coordinators provide first-line academic leadership and supervision for the degree
programs and certificates. Program coordinators may supervise one or more full-time
employees and/or one or more adjunct faculty for the program under the supervision of the
Deans (Assistant or Associate), Vice Presidents and the President. The Program Coordinators
perform duties for their associate degree program and certificates.

Overloads

Circumstances may arise in which the Vice President or their designee may need to recommend
additional hours for a faculty member on a semester basis. Generally, full-time faculty shall be
scheduled/appointed for a maximum of 3 credit hours overload per semester in accordance
with the Full-time Faculty Overload administrative procedure. Established reasons for approval
of recommended overloads include the teaching of an off-campus course when other qualified
personnel cannot be identified; the distributing of more equitable student credit hour loads
among faculty; and the teaching of additional “last-minute” sections due to enrollment
increases (when other qualified personnel cannot be identified).

Recommendations for faculty to teach beyond the normal 15 load or commensurate load based
on faculty position with administrative duties must be made according to the following
guidelines:

e The Vice President will make recommendations to the President for approval regarding
the faculty member to teach the course.

e Faculty who hold a doctorate and/or who have special preparation in particular fields
may receive first consideration for extra teaching assignments, especially those
assignments which are remunerative.

e Faculty should use professional discretion in assuming extra teaching assignments.

e Extra compensation for overload teaching will be authorized in a limited number of
cases.

Summer Sessions

Determining who will teach in the summer sessions will depend upon a number of factors. It
shall be the responsibility of the Vice President or their designee to prepare a list of courses to
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be offered during the summer sessions. The Vice President or their designee will recommend
faculty they believe to be qualified to teach such courses.

Since summer enrollment is typically lower than fall or spring, the number of faculty used in the
summer session may be limited. Therefore, faculty not returning for the academic year
following the summer session may not be offered summer employment, unless special
arrangements have been made. A faculty member is expected to fulfill his or her Notice of
Appointment for the academic year following summer teaching assignment. All appointments
for faculty members teaching in the summer session are subject to rescission if the classes do
not meet minimum enrollment requirements, as determined by the Vice President or President.

Independent Study

Should a class section be removed from the course schedule in a given semester because of low
enrollment, the department in which the class operates may ask a full-time faculty or adjunct
faculty member to provide an independent study course for a student in the closed class
section. The faculty member will be paid $150 per three (3) credit hour independent student
course that he or she teaches under this policy. This course will be designated on the student’s
transcript as equivalent to the canceled course. The following condition must be met to
conduct an independent study course according to the policy: the student is scheduled to
graduate in the semester in which the class was to be offered, and no substitute course is
available during that semester to meet the graduation requirement or the student must
complete the course as a prerequisite for success in subsequent classes (ESL, development
coursework, etc.). The student must show reason why the course cannot be taken at a later
date. The Vice President or their designee must approve the independent study.

Per Student Compensation

A class that has less than 10 students enrolled (based on the enrollment on the last day of
add/drop for the semester) may be cancelled or the class may be continued provided the
compensation is reduced. The reduction shall be one-tenth (1/10) of the equivalent faculty pay

per student. Per student compensation applies to adjunct faculty appointments and overloads.

Administrators and Classified Staff as Adjunct Faculty

Blue Ridge CTC recognizes that some administrators and classified staff members may be
qualified for adjunct faculty teaching and therefore have established guidelines to provide
direction to administrators and classified staff members who may wish to perform adjunct
teaching assignments.

Qualified exempt administrators and exempt classified staff members who choose to teach as
an adjunct faculty member may do so during non-working hours with approval from his or her
supervisor if it does not conflict with his or her normal work hours and the operations of the
department.
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Although the College recognizes that some non-exempt employees may also qualify for adjunct
faculty teaching, the College cannot permit dual employment whereas an employee is situated
in both an exempt and non-exempt capacity. According to the Fair Labor Standards Act,
“Employees that perform non-exempt work as his or her primary duty, he or she will be
considered nonexempt and must be paid overtime for all hours worked over 40 in a week”.
Compensation for adjunct teaching would therefore not be in alignment with Blue Ridge CTC
adjunct faculty salary schedule, which represents equitable compensation. Therefore the only
teaching permitted by a non-exempt employee is teaching that is part of his or her normal job
responsibilities.

Note: This administrative procedure does not apply to administrators and classified staff
employees that are required to teach specific courses as part of their normal job responsibilities
with no additional compensation or to administrators maintaining faculty rank status.

HIRING PRACTICES

Equal Opportunity and Affirmative Action

Recruitment for all positions will be the responsibility of and coordinated by the Human
Resources Office. Individuals serving as hiring managers or on search committees are expected
to follow interviewing and hiring practice guidelines and will provide recommendations for
employment to the VP of Human Resources in proper form for consideration by the President
with assurances of compliance with College, federal and state hiring mandates.

In compliance with all federal and state statues (West Virginia Code §18B-1-6; West Virginia
Human Rights Act of 1967; Title VIl of the Civil Rights Act of 1964 and the Civil Rights Acts of
1991; Title IX of the Education Amendments of 1972; Equal Employment Opportunity
commission (EEOC) interpretative guidelines issued in March of 1980; Vietnam Era Veterans
Readjustment Act; Sections 503 and 504 of the Rehabilitation Act; Executive Order 11246;
Immigration Reform and Control Act of 1986; Equal Pay Act; Title Il of the Genetic Information
Nondiscrimination Act; Age Discrimination Act; Americans with Disabilities Act; Disabled
Veterans Act; Campus Sexual Violence Elimination Act; the Violence Against Women Act of
1994; and federal court decisions on the subject of sexual harassment and discrimination), Blue
Ridge CTC provides opportunity to all prospective and current members of the student body,
faculty, and staff on the basis of individual qualifications and merit without regard to race,
color, sex, sexual preference, religion, age, national origin, sexual orientation, marital or
parental status, familial status, veteran status, or disability.

Inquiries concerning this statement should be directed to the VP of Human Resources at 304-

260-4380, ext. 2234 and office located in Room 1200, Headquarters building, Martinsburg, WV.
Inquiries concerning Title IX, a comprehensive federal law that prohibits discrimination on the

26


http://www.blueridgectc.edu/wordpress/wp-content/uploads/2013/09/The-Supervisors-Guide-to-Successful-Interviewing1.pdf

basis of sex, should be directed to the Title IX Coordinator at 304-260-4380, ext. 2126 and office
located in the Business Office, Headquarters building, Martinsburg, WV.

Discrimination & Antiharassment in Employment and Application Complaint Procedure

Any employee, applicant, or student employee who believes that the College’s policies and
procedures of non-discrimination have been violated can seek redress through the College’s
complaint procedure. An employee may seek informal or formal resolution. Employees,
including student employees, and enrolled students may appeal administrative decisions, which
are believed to be out of compliance with the provisions of the Affirmative Action Plan by
contacting, personally or in writing, the VP of Human Resources for the purpose of explaining
the complaint.

If the individual is not satisfied with the response of the Affirmative Action Officer, the
individual can appeal to the President of the College.

Contact Information

Affirmative Action Officer

Vice President, Human Resources

Justin Ruble

Blue Ridge Community & Technical College
13650 Apple Harvest Drive

Martinsburg, WV 25403

1-304-260-4380

jruble@blueridgectc.edu

President

Blue Ridge Community & Technical College
13650 Apple Harvest Drive

Martinsburg, WV 25403

1-304-260-4380

Fair Labors Standards Act (FLSA) Exempt and Non-exempt Personnel
o Exempt

According to the Fair Labor Standards Act (FLSA), employees are either exempt or non-
exempt. Employees engaged in supervisory, executive, managerial, professional jobs or
faculty members are generally considered exempt and are not compensated for
overtime. In most instances, exempt employees will be required to work additional time
without receiving overtime compensation. These employees’ schedules may vary from
the standard work period and are not required to complete time sheets.
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e Non-exempt

Those employees generally considered non-exempt include clerical/secretarial, skilled
crafts, service/maintenance, and technical/paraprofessional. The standard work week
for non-exempt employees is thirty seven and a half hours (37.5 hours). Non-exempt
employees are paid their regular hourly rate up to 40.0 hours in a standard work week.

Equal Pay

Blue Ridge CTC adheres to the provisions of the Equal Pay Act of 1963, as amended in making
all job classification and compensation decisions. The purpose of the Act is to ensure that both
females and males performing substantially similar work receive equal pay when their jobs
require equal skill, effort, and responsibility as defined by the law.

A provision of the Equal Pay Act permits the College to pay differentials based on individual
qualifications, bona fide merit, longevity or other reasons not based on a person’s gender.

Any questions concerning employment practices should be directed to the VP
Resources Office.

Any complaints based on alleged improper hiring practices should be addressed to the Head of
Human Resources identifying the possible improper hiring practice. Appeals of the VP of Human
Resources’ response may be made to the President of the College.

Nepotism

Relationship by family, marriage or amorous relationship constitutes neither an advantage nor
a deterrent to appointment by the College, provided that the individual meets the appropriate
standards and qualifications for the position to be filled and provided that the individual will
not be in the chain of supervision of a family member, spouse or person with whom an
amorous relationship exists.

Amorous Relationships — Faculty Member & Student

The appearance of compromising conflict of interest or of coercion, favoritism, or bias in
educational or academic evaluation is prejudicial to the interest of Blue Ridge CTC, its members,
and the public interest which it serves. Amorous relations between faculty members and
students with whom they also have an academic evaluation role create such an appearance,
even when the relationship is genuinely consensual. Such relationships are particularly
susceptible to exploitation. The respect and trust accorded a professor by a student, as well as
the power exercised by the professor in an academic or evaluative role, make voluntary
consent by the student suspect. Even when both parties initially have consented, the
development of such a relationship tenders both the faculty member and the College
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vulnerable to possible later allegations of sexual harassment in light of the significant power
differential that exists between faculty and students.

Therefore, faculty members are discouraged from participating in consensual amorous
relationships with students enrolled in their classes or with students whom they otherwise
evaluate, grade, or supervise. Similarly, faculty members should avoid situations requiring
them to evaluate, grade, or supervise students with whom they currently have a consensual
amorous relationship. Whenever such a situation arises or is foreseen, the faculty member
shall report the situation promptly and seek advice and counsel from the supervisor or the VP
of Human Resources. The supervisor or Human Resources shall take effective steps to insure
unbiased supervision or evaluation of the student.

For purposes of this guideline, “faculty” shall include all full — or part — time College personnel
who teach including administrators with faculty status. Evaluative situations may include, but
are not limited to, the following: supervising instruction, evaluating academic performance,
supervising independent study, or serving on committees for awards or prizes.

Ethics — Conflict of Interest

A conflict of interest exists when any employee, his or her spouse, and/or child immediate
family member furnishes the College goods, services, or any other thing for payment other than
contract salary or wage. This includes any entity in which the employee his or her spouse or
immediate family member owns, or holds at least a 5% interest in all outstanding stock. This
does not apply to: services provided to Blue Ridge CTC through a grant, contract, or other
arrangement with an outside agency.

Employees with direct purchasing authority may not have any benefits, direct or indirect, in the
purchase of commodities or services. Employees may not accept or receive, directly or
indirectly, from any person, firm or corporation, any items, or have an interest in any bid,
contract or purchase, by rebate, gift or otherwise, any money or thing of value, or any promise,
obligation or contract for future reward or compensation.

Conduct by an employee constituting a conflict of interest may be grounds for disciplinary
action, up to and including dismissal.

For further information, employees should consult the WV Ethics Committee Handbook.

Posting of Faculty Positions

Employment opportunities are maintained by the Human Resources Office. Along with several
external publications and/or job boards, the job announcements are listed on the

Human Resources website via NEOGOV, the College’s applicant tracking system, and on Blue
Ridge CTC internal posting boards for a minimum of 10 days. All job announcements run
concurrently internally and externally.
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SENIORITY AND YEARS OF SERVICE CALCULATION METHODS

Seniority

Unless otherwise specified, seniority is measured by the total number of years of full-time
employment in the service of state institutions of higher education and other agencies of state
government in WV. Seniority begins on the first day of employment in a full or part-time
regular position. Adjunct faculty employment exclusively is part-time, temporary and not part-
time regular. Part-time regular seniority is pro rata based on the percentage of time employed.

Years of Service Calculation Methods
9-Month Faculty Placement on the Salary Scale - One full academic year equals one year.
Faculty Promotion

One full academic year equals one year for 9-month faculty members. 12-month faculty
members must be hired by July 1 to be eligible to apply for promotion effective July 1% in 3
years. A Year of service for 12-month faculty members must be completed by June 30" of the
year in which application is made. This only speaks to the time in rank/years of service as full-
time faculty eligibility requirement. Please review the Faculty Promotion section of the
handbook for further information related to degree and performance eligibility requirements.

Example #1: 9-month Faculty member hired at start of fall semester in August 2012

August 2012 to August 2013 = 1 academic year
August 2013 to August 2014 = 1 academic year
August 2014 to August 2015 = 1 academic year

Faculty member meets the years of service requirement of three (3) years and is eligible to
apply for promotion effective August 2015 in accordance with the timeline for application
noted in the Faculty Promotion Procedure & Application.

Example #2: 12-month Faculty member hired July 1, 2012

July 1, 2012 to June 30, 2013
July 1, 2013 to June 30, 2014
July 1, 2014 to June 30, 2015

Faculty member meets the years of service requirement of three (3) years and is eligible to
apply for promotion effective July 1, 2015 in accordance with the timeline for application noted
in the Faculty Promotion Procedure & Application.
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Questions regarding eligibility to apply for promotion in rank based on years of service should
be addressed to the Office of Human Resources.

Blue Ridge CTC Service Awards

The college recognizes service awards in 5-year milestone increments. 9-month faculty must be
employed for one academic year and after that is counted as one year in the same manner as
WYV State Service. 12-month faculty must be employed for one full year. Therefore, 12-month
faculty must be employed from July 1 through June 30 to count as one year of service.

WYV State Service

This applies to any employee of the State of WV or any spending unit who is eligible for
membership in a State retirement plan authorized by the State of WV.

State service awards are prepared for eligible employees who successfully complete 20 or more
years of service in increments of 5 years. (20-25-30-35-450-50-etc. years). Employees must
complete their benchmark anniversary between July 1** of the previous year and June 30" of
the current year.

Years of service are calculated from beginning date of employment, therefore, if employee
begins works on August 1°* he or she will receive credit for 11 months.

Annual Increment
Each nine or more months of employment during a fiscal year equals one full year of service.

Retirement
TIAA-CREF does not use years of service for any calculation purposes.

Consolidated Public Retirement — Year of employment services means employment for at least
10 months, a month being defined as twenty employment days. §18-7B-2

Annual Leave
Annual leave earnings for eligible full-time faculty members is not based on years of service.

The employee accrues 2 annual leave days per month of service. See “Types of Leave” section
for more information on annual leave and other leave programs.
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INITIAL APPOINTMENT, ADVANCEMENT IN RANK, DISTRIBUTION OF FACULTY
NEW PAY MONIES & MERIT, PERFORMANCE EVALUATIONS, AND TENURE

Promotion Procedure and Application

In accordance with the West Virginia Council for Community and Technical College Education, Title 35
—Series 9, the following criteria and procedures for promotion in rank will be utilized for all full-
time faculty.

Initial Appointment

Faculty eligible for advancement to term positions and thus eligible for advancement in rank
shall be advanced or appointed to one of the following ranks: Professor, Associate Professor,
Assistant Professor, or Instructor. The yearly “Notice of Appointment” will indicate a faculty
member’s specific rank as one of the four listed above. First year appointments for faculty are
generally classified as Lecturer, unless an exception has been made. Any exception must be
approved by the President.

The formal education requirements stated for each rank in the following section may be waived
by the President at the time of hire in extraordinary cases or cases when a national search
cannot secure the most qualified candidates because of non-competitive salaries or candidate
shortages.

Initial faculty appointments will be at the rank of Lecturer; however, if any individual possesses
an advanced degree from a regionally-accredited institution (i.e., EdD, PhD, MD, JD), he or she
may, at the President’s discretion, receive initial appointment to the rank of Assistant
Professor. The initial appointment does not alter the faculty years of service criteria to be
eligible to apply for promotion to Associate Professor.

Academic rank at the discretion of the President may be awarded to qualified faculty employed
as administrative personnel. The rank to be awarded will be based on the same criteria applied
to the award of rank to the teaching faculty. Administrative personnel are not entitled to the
protection provided those designated as faculty. Administrative personnel, such as those on
the executive staff, with faculty rank who leave the executive staff for whatever reason shall
have their pay reduced to what it would have been, with appropriate raises, had the individual
remained teaching faculty.

Advancement in Rank

Promotion in rank recognizes exemplary performance of a faculty member. The evaluation for
promotion in rank provides the opportunity to assess a faculty member's growth and
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performance since the initial appointment or since the last promotion. Advancement in rank is
not an automatic procedure. Applicants must meet all criteria for advancement in rank.

Promotion is the prerogative of the President, who will base his or her decision primarily upon
the guidelines and the recommendation(s) of appropriate Blue Ridge CTC academic
administrators. Promotion in rank will not be granted routinely or automatically because of
length of service. Requests for granting of promotion will be evaluated on the basis of the
following criteria (for applications received for promotion consideration effective July 1, 2016):
a) Application received in a timely manner.

b) The possession of the appropriate degree from a recognized regionally accredited
institution of higher education. Requests for exceptions will be entertained only in unusual
circumstances and must be agreed to in writing prior to the time of application for
promotion.

c) Attainment of the minimum Blue Ridge CTC faculty experience requirements as established
in the procedure.

d) Attainment of minimum performance requirements in the areas of goals, major job
duties/responsibilities, and competencies as documented in the 3 most recent performance
appraisals.

Credit hours applied toward promotion in rank must have been earned since the time of the
initial appointment (excluding any education requirements specified for continued
employment), or since the last promotion was granted, unless the individual possessed an
advanced degree as defined above, or additional degrees or credit hours in the discipline at the
time of the initial appointment that exceeded the minimum requirements of the position. In
such case, these additional degrees/hours may be used to meet the educational requirements
for promotion. A faculty member shall pursue continuing professional development activities to
remain current in the teaching field.

In order to be an eligible candidate for promotion in rank, applicants must meet minimum
educational and years of faculty service requirements. To be an eligible candidate for
promotion, all minimum educational requirements for promotion to the requested rank must
be completed prior to application and service requirements achieved by June 30th.

Official transcripts documenting successful completion of the required number of hours of
coursework/degree(s) must be on file with the Human Resources Office in accordance with the
College’s Determining Qualified Faculty procedure. All credit must have been obtained through
a regionally-accredited institution. Anticipated completion of hours/degrees, letters from
instructors or letters of recommendation, or any other documents are not acceptable.

In order to be an eligible candidate for promotion in rank, applicants must have completed all
years of service and years of service in rank requirements by June 30th for promotions effective
July 1 (12-month faculty) or beginning of academic year (9-month faculty).
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The promotion process is confidential. Promotion Committee members and the President must
maintain strict codes of confidentiality regarding applicants’ promotion materials, discussions,
recommendations and any and all information related to the promotion process. Those
involved must have respect for the process and the persons involved.

Minimum qualifications for advancement or appointment to each of the four ranks are
established as follows:

a.

Instructor

Education

Bachelor’s degree or Associate’s degree from a regionally accredited higher education
institution and three years appropriate experience are required.

Experience

Relevant experience or educational background in the subject appropriate content area
to be taught is required.

Qualifications

Academic transcripts and documented recommendations that indicate a potential for
successful performance as a Blue Ridge CTC faculty member are required. This rank
should be considered subsequent to Lecturer.

Assistant Professor

Education

Master’s degree from a regionally accredited higher education institution is required,
except in unusual circumstances; additional academic course work or participation in
institutes, workshops, or conferences which would further the faculty member’s
education is also desirable.

Experience

Three years of successful Blue Ridge CTC faculty experience is required.

Qualifications

Significant professional contributions to Blue Ridge CTC and/or the institution where the
faculty member was employed are expected. The evaluation of job performance is
important in promotion decisions at this rank with consideration given to the following
3 areas: goals, major duties/responsibilities from job description, and competencies.
This is the rank to which experienced faculty from outside the College may be recruited.

Associate Professor

Education

Master’s degree and a second Master’s degree or 30 graduate hours from a regionally
accredited higher education institution toward a second graduate degree are required;
additional academic course work or participation in institutes, workshops, or
conferences which would further the faculty member’s education is also desirable.

Experience
Six years of successful Blue Ridge CTC faculty experience is required.

Qualifications
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Significant professional contributions to Blue Ridge CTC are necessary. A candidate
must have demonstrated effective performance and achievement in all 3 performance
areas: goals, major duties/responsibilities from job description, and competencies.

d. Professor

e Education
Doctoral or terminal degree (PhD or equivalent) from a regionally accredited higher
education institution is required.

e Experience
Nine years of successful Blue Ridge CTC faculty experience is required.

e Qualifications
Significant professional contributions to Blue Ridge CTC are necessary. A candidate
must have demonstrated effective performance and achievement in all three 3
performance areas: goals, major duties/responsibilities from job description, and
competencies.

Procedure for Making Promotion Recommendation

e By March 1%, applicants must submit application to VP of Human Resources. .

e By April 1st, the VP of Human Resources will verify time in rank and degree requirement
for the applicant and attach the 3 most recent annual performance appraisals and
submit to the Vice President for review.

e By May 1%, the Vice President will have reviewed the performance criteria and
submitted recommendation to the Promotion Committee and President.

e By approximately June 1%, the Promotion Committee and President will consider the
written recommendation of the Vice President and will notify the applicant in writing of
the decision.

Either the Blue Ridge CTC President or VP of Human Resources may solicit confidential
recommendations from other academic administrators or faculty with knowledge of the
applicant’s performance. The President will consider the written decision of the Vice President
and Promotion Committee recommendation and will notify the applicant in writing of the
decision, generally by June 1. Delays on any date for action by any reviewing group or decision-
maker do not give rise to any default or presumption for or against the applicant.

After the review process has been completed, each faculty member requesting promotion will
receive a letter from the President regarding approval or disapproval of the application for
promotion.

After receiving such a letter from the President, the faculty member requesting promotion shall

have access to all recommendations which have been part of the faculty member’s review
process.
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In all cases, it is to be understood that actions by individuals are recommendatory and are not
final until the President has informed the candidate in writing of his or her decision.

Distribution of Faculty New Pay Monies & Merit

a. Funding Pool for Mandated Raises
These monies will be distributed according to mandates from the State of WV.

e Faculty Promotions
The State of WV mandates that those faculty members who are promoted will
receive a 10% salary increase.

e C(Classified Employee Adjustment
The State of WV may mandate required incremental funding of the classified
employee pay schedule when applicable.

b. Funding Pool for Other Raises
At the President’s discretion (and with the Board of Governor’s approval), monies will
be distributed for across-the-board increases and merit raises.

e Across-the-Board Equal Percent of Current Salary

The first step in distributing new monies will be for across-the-board increases
computed by an equal percent of each faculty member’s current base salary.
Across-the-board monies will be comprised of 40% of the total new monies pool.
However, in the event that the total pool for increases is 3% or less for all eligible
employees (not including mandated raises), the President may at his or her
discretion approve 100% of the new monies to be assessed across-the-board
without merit procedure.

e Merit Pay Procedure

The remaining 60% of new monies, after across-the-board increases, will be assigned

to merit pay.

1. Merit Pay Process
Eligibility for merit pay will be determined by the Merit Evaluation Task Group,
which consists of at least 3 Blue Ridge CTC faculty members. One faculty
member from each academic area will be appointed by the President.

2. Description of Merit Awards
Merit awards will be evaluated in three areas: instructional performance,
professional/College service, and professional development. Merit Evaluation
Task Group members are precluded from discussion and action regarding their
own evaluation.

3. Applying for Merit Awards
Applying for merit is voluntary, and any full-time faculty member may apply for
merit. The merit awards will be made public. All awards will be consistent. A
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candidate must apply for merit, meet all the deadlines, and include all
supporting materials in the original application in order to be awarded merit pay.
The Merit Evaluation Task Group will not make requests for additional
information. In the event that there is no money in a given year for merit
awards, applicants will be encouraged to apply the following year. In such cases,
unfunded cycles may be considered in the evaluation.

4. Responsibilities of the Merit Evaluation Task Group
The Merit Evaluation Task Group will develop an application and due dates for
submission of Merit Awards. The Merit Evaluation Task Group shall also be
responsible for evaluation and determination of merit awards for faculty who
apply and are deemed to be meritorious. The Merit Evaluation Task Group may
propose amendments to the merit process.

The following are categories of items to be considered under each of the three separate
categories of merit pay:

Instructional performance, professional/College service, and professional development are
critical aspects of faculty life. Meeting expectations in these areas is not the same as
performing these tasks meritoriously. Those with faculty status have many alternatives for
fulfilling these requirements. The following is a list of the types of items that should be
considered by those making merit decisions. Candidates may include these areas in support of
their merit proposal, but should not limit themselves to these areas.

a. Instructional/Professional Performance

1.

Courses taught (include documentation: syllabus for each course, student evaluations,
office hours, and explanation for any classes that were canceled)

New Course development and/or revision (include documentation)

Teaching and learning strategies (PowerPoint presentations, team exercises, problem-
based learning, assessment activities, etc.)

Assessment responsibilities (participation in orientation and registration sessions,
number of advisees, advisement procedures, peer advising, etc.)

Additional instructional endeavors (supervision of independent studies, cooperative
education projects, internships, collaborative projects, supervision of work study
students, extra-review study sessions, etc.)

b. Community/College Service

1.

4.

Membership and participation (Board of Governors membership, community service,
professional organizations, representation of College at functions, etc.)

Campus in-service presentations and participation

Academic leadership (coordination of programs including assistance, program
development, new faculty mentoring, search committee participation, etc.)

College committee service (list actual participation)

c. Professional Development
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1. Participation in Grant projects

2. Workshops and seminars (attendance at conferences, faculty development activities,

etc.).

Publications or presentations at regional, state, and national events

4. Progress or achievement of certifications, degree, or continuing education coursework
(list highest degree attained or certification)

w

Performance Evaluation

All full-time faculty will be evaluated by the end of each fiscal year (or academic year for faculty
with less than 12-month appointments) by their supervisor utilizing the Faculty Performance
Appraisal template made available on the HR website at “Forms and Worksheets.” For
administrators with faculty rank, the Admin-Mgr-Professional Performance Appraisal template
should be utilized. The template is a summary rating sheet and is not the only tool utilized to
evaluate faculty. The teaching faculty evaluation process may include the use of other tools
and resources such as classroom observations, student evaluations, self-evaluations and other
measurements deemed appropriate and relevant to department, program and classroom
performance. The evaluation serves as a basis for decisions regarding retention and promotion.
The supervisor, in consultation with the second level supervisor, will evaluate the performance
of each faculty member.

The following rubric serves as a general guideline but does not provide all-inclusive descriptions
of the three faculty performance areas. The descriptions are intended to guide faculty in
general terms about performance expectations of the College. NOTE: To be eligible for
promotion, an applicant shall not rate “partially meets expectations” for either of the past 2
appraisals or shall not rate “below minimum expectations” for any of the past 3 appraisals.

a. Goals

Exceeds Expectations: Performance is exceptional in all areas and recognized as being far
superior to performance expectations.

Meets Expectations, Sometimes Exceeds: Results always meet and may exceed position
requirements. Performance is of high quality and is achieved on a consistent basis.

Meets Expectations: Dependable level of performance. Meets performance standards of

the job.

Partially Meets Expectations: Performance is deficient in certain areas. Improvement is
necessary.

Below Minimum Expectations: Results are unacceptable and require immediate
improvement.

b. Major Duties/Responsibilities From Job Description

Exceeds Expectations: Performance is exceptional in all areas and recognized as being far
superior to performance expectations.
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Meets Expectations, Sometimes Exceeds: Results always meet and may exceed position
requirements. Performance is of high quality and is achieved on a consistent basis.
Meets Expectations: Dependable level of performance. Meets performance standards of

the job.

Partially Meets Expectations: Performance is deficient in certain areas. Improvement is
necessary.

Below Minimum Expectations: Results are unacceptable and require immediate
improvement.

c. Competencies

Exceeds Expectations: Performance is exceptional in all areas and recognized as being far
superior to performance expectations.

Meets Expectations, Sometimes Exceeds: Results always meet and may exceed position
requirements. Performance is of high quality and is achieved on a consistent basis.

Meets Expectations: Dependable level of performance. Meets performance standards of
the job.

Partially Meets Expectations: Performance is deficient in certain areas. Improvement is
necessary.

Below Minimum Expectations: Results are unacceptable and require immediate
improvement.

Tenure
Blue Ridge CTC does not offer tenure track to any newly hired or current faculty member who

has not already been designated tenure status. The opportunity for tenure eligibility is offered
at the discretion of the President.

BACKGROUND CHECKS AND RECORDS

All applicants with a contingent offer for full-time employment, part-time regular or adjunct
faculty shall be subject to a background check completed as a condition of employment with
Blue Ridge CTC. Blue Ridge CTC conducts the background checks through a third-party vendor in
compliance with the Fair Credit Reporting Act and the College’s Criminal Background
Investigations procedure.

Human Resources will review criminal history for job relatedness and perform and make a
fitness for employment determination in coordination with the hiring manager.

The following are completed as part of the background check: employment verification,
education verification, license verification, criminal records search and sex and violent offender

39


http://www.blueridgectc.edu/wordpress/wp-content/uploads/2012/08/Criminal-Background-Investigations-AP4102.pdf

registry check. Credit Checks may be conducted if the position warrants such (i.e., cash handling
positions).

All employees, including employees hired prior to the procedure’s implementation on October
15, 2012, may be subject to a background check as part of an investigation, on-the-job injury,
reasonable suspicion or when it is necessary to obtain updated information in the interest of
college operations (i.e., position change in which someone appointed to a faculty position will
have frequent visits to secondary schools or minors in the classroom).

CONDUCT, DISCIPLINE AND GRIEVANCES

Standards of Conduct

It is the responsibility of each employee to maintain standards of conduct which will
complement his/her occupational responsibilities, enable the employee to safely perform
his/her duties and responsibilities, and enhance the College’s professional image with the
public. All personnel are required to provide a full day’s work each day on the job; to behave in
a civil, professional manner; to treat others with respect; to comply with State and Federal laws
and regulations, and to comply with the WVCCTCE and College regulations, rules, policies and
procedures. All personnel are entitled to be treated with respect and are entitled to file a
grievance (WV Code 6C-2) for work-related disputes free from any retaliation. Contact the Office
of Human Resources for procedures, information and questions.

Harassment

The College has a zero tolerance for discrimination, harassment, sexual and domestic conduct,
stalking and retaliation. A zero tolerance means working to prevent any inappropriate
behavior, so corrective actions, up to and including formal discipline, will be taken when policy
violations occur. This applies to the workplace during normal operating hours, but also to all
work-related social and business functions, whether on or off the College’s premises, and also
while employees are on business-related travel.

Harassment is defined as unwanted or unwelcome or unsolicited behavior, whether physical,

verbal, written or visual relating to a person’s protected status, including race, color, national

origin, citizenship, marital status, veteran status, sex/gender, sexual orientation, age, religious

creed, medical condition, disability, or other protected by law, and which results in one or more

of the following:

e The creation of an intimidating, hostile, or offensive working or academic environment; or

e substantial or unreasonable interference with an individual’s work or academic
performance; or
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e the development of an adverse effect on an individual’s employment or academic
opportunities.

Unjustified inequitable treatment that results in the above consequences also qualifies as
harassment. This inequitable treatment may manifest itself in a number of ways including the
provision of differential help to students, arbitrarily denying requests for services, and
otherwise indirectly creating a hostile environment.

The following behaviors are some examples of conduct that will usually constitute harassment:
e The use of demeaning language

e The use of language or gestures that are disrespectful or imply a person’s inferiority

e Ignorance of intolerance of cultural differences

Actions that distinctly would make a reasonable person feel unwelcome, unwanted, scorned,
ridiculed, or intimidated on the basis of his/her protected status in the work environment
should proceed with reporting a complaint.

Sexual Harassment

Sexual harassment is prohibited sex discrimination under Title VII of the Civil Rights Act of 1964

and Title IX. It is contrary to the policies of Blue Ridge CTC for any employee to sexually harass

another employee or student of the College by:

a. Making unwelcome sexual advances or requests for sexual favors or other verbal or physical
conduct of a sexual nature a condition of employee’s continued employment or a student’s
process toward completing course requirements; or

b. Making submission to or rejection of such conduct a basis for employment decisions or
academic progress decisions; or

c. Through such conduct creating an intimidating, hostile, or offensive environment for an
employee or unreasonable interference in a student’s educational progress.

Who May Be Involved?

Harassment in the campus community can involve:
e Supervisor/superior and employee

e College employee and student

e Faculty member and faculty member

e Faculty member and student

e Faculty member and staff

e Student and student

e Non-employee and employee

e Non-employee and student

e Other relationships among colleagues, peers, and coworkers

Who to inform

Blue Ridge CTC employees who wish to report sexual harassment while on the job, whether or
not the incident is perpetrated by a College employee, should report the incident immediately
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to their supervisor or the VP of Human Resources (if the alleged perpetrator is the employee’s
supervisor). Blue Ridge CTC student employees who are victims of sexual harassment while on
the job, whether or not the instance is allegedly perpetrated by a College employee, should
report the instance immediately to their supervisor, or if the alleged perpetrator is their
supervisor, the report should be made to the VP of Human Resources or the College’s Title IX
Coordinator. Instances of sexual harassment alleged by students may be reported to the
supervisor of the accused if the accused is an employee of the College or to the Title IX
Coordinator. Any employee who is harassed by a non-employee should report the incident to
the VP of Human Resources. Any student harassed by a non-employee should report the
incident to the Title IX Coordinator.

Consequences of Founded Harassment

Victims of harassment may feel physical and psychological distress. Harassment causes a tense
and unproductive working and learning environment. Students may feel forced to drop a class
or change a major. Employees may feel forced to accept the harassment to avoid formal or
informal punishment by a supervisor or may feel compelled to quit employment.

Any employee who has been found by the College after appropriate investigation to have
generally or sexually harassed another employee or student of the College will be subject to
disciplinary action up to and including termination. Any student who is found to have generally
or sexually harassed a College employee or another Blue Ridge CTC student will be subject to
the established student disciplinary process and Title IX ramifications.

Preventing harassment requires each member of the campus community, especially individuals
being harassed, to report all occurrences.

Steps you can take if you feel you are being harassed

e |If practical and you are comfortable doing so, talk directly to the individual and explain in a
candid manner why the action or comment is offensive to you. Say it firmly and without
apologizing.

e [f you do not feel comfortable with the first option or your feel a risk to your safety and
security, you should immediately contact the VP of Human Resources to assist you as
outlined in the “Reporting a Complaint” section below.

e The VP of Human Resources, the College’s designated EEQ/AAP Officer, is trained to listen
and to advise you of the Informal and Formal Resolution Processes available to you at Blue
Ridge CTC. Even if you decide not to engage in either the informal or formal resolution
processes, a copy of the complaint will be maintained in the Office of Human Resources.

e Anyone who observes harassment as a third party should report it to the Head of Human
Resources so the problem can be properly addressed.

Terms and Implications of Harassment

It is important to remember that perpetrators of harassment are sometimes subject to federal
and state laws as well as College policies. A reporting party can choose to pursue federal and
state remedies at the same time she/he is pursuing College remedies.
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Reporting a complaint

Any employee who believes he or she has been the subject of harassment, including general or
sexual harassment, discrimination or retaliation, shall immediately report the incident(s) as
outlined in Section 3 of the College’s Nondiscrimination/Anti-harassment in Employment and

Application procedure.

DISCIPLINE

The College may provide disciplinary action and/or counseling to correct an employee’s work
related behavior which does not meet the expectations set by the College, supervisor or other
appropriate authority in accordance with the College’s rules and procedures.

For minor misconduct deemed to be performance related, the College, supervisor, or
appropriate authority may utilize a performance improvement plan.

A Performance Improvement Plan is a formal process used by supervisors to help employees

improve performance or modify behavior. The performance improvement plan, or PIP, as it is
sometimes called, identifies performance and/or behavioral issues that need to be corrected

and creates a written plan of action to guide the improvement and/or corrective action.

A PIP is a structured communication tool designed to facilitate constructive discussion between
the employee and the supervisor. An effective PIP will:

o Specifically identify the performance to be improved or the behavior to be corrected.

e Provide clear expectations and metrics about the work to be performed or behavior that
must change.

¢ Identify the support and resources available to help the employee make the required
improvements.

e Establish a plan for reviewing the employee’s progress and providing feedback to the
employee for the duration of the PIP.

o Specify possible consequences if performance standards as identified in the PIP are not met.

Some common uses for the PIP include:

e To correct workplace behaviors affecting performance, productivity or staff
relationships.

e After a performance appraisal yielding a rating of “partially meets expectations” or
“does not meet minimum expectations.”

e To provide employees an opportunity to correct a situation rather than implementing a
more serious step in the disciplinary process.
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A basic tenet with all performance management efforts is the notion that taking action early is
better than waiting. The same holds true for the performance improvement plan. A PIP is more
likely to be successful when the supervisor recognizes there is a performance or behavioral
issue that needs to be corrected. Early communication and early feedback (both positive and
constructive) are good ways to prevent future performance problems. Investing time early is
always time well spent and the performance improvement plan can be an effective tool in
preventing problems from getting worse or for intervening when performance and/or
workplace behaviors have become counterproductive.

A PIP can be given at almost any point in performance discussions. Performance-related
deficiencies may be subject to a PIP, other disciplinary action or termination to include
immediate dismissal or expiration of term or temp appointment. In more serious cases or in the
case of a relapse in performance or behavior, an employee may be subject to suspension,
demotion, or dismissal.

TERMINATION OF EMPLOYMENT

Voluntary Termination (Resignation or Retirement)

Upon the conclusion of employment with Blue Ridge CTC, an employee may resign his or her
services either by resignation or retirement. As a general rule, the more lead time an employee
provides Human Resources will allow for the desired time to prepare options and benefits and
provide a smooth transition.

If a faculty employee is resigning from a position, one semester of notice in writing is
recommended to provide time for the College to prepare for necessary appointments.

The resignation letter should include the reason for resigning and the last date of work.

Copies should be provided to the immediate supervisor and the Office of Human Resources. A
copy will be forwarded from Human Resources to the President when processing the personnel
action.

If retiring, a minimum of one month’s notice is recommended to enable the employee to
complete all the transactions necessary with Social Security and Medicare (if applicable) and
the Human Resources Office.

The Human Resources Office will provide employees with all the necessary information and
forms to complete this action when retiring or resigning.

An employee voluntarily departing the College will be provided with an opportunity to exit

interview. The exit procedure and exit checklist administered by Human Resources will ensure
a responsible separation for both the employee and the College.
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Involuntary Termination

The dismissal of a faculty member shall be affected only pursuant to the procedures outlined
herein for one or more of the following causes:

e Demonstrated incompetence or dishonesty in the performance of professional
duties, including but not limited to academic misconduct;

e Personal conduct which substantially impairs the individual fulfillment of
institutional responsibilities, including but not limited to verified instances of sexual
harassment or of racial, gender-related, or other harassment or discriminatory
practices;

e Insubordination by refusal to abide by legitimate and reasonable directions of
administrators or Board of Governors.

e Physical or mental disability for which no reasonable accommodation can be made,
and which makes the faculty member unable, within a reasonable degree of medical
certainty and by reasonably determined medical opinion, to perform assigned
duties;

e Substantial and manifest neglect of duty;

e Failure to return at the end of a leave of absence;

e Minor Conduct, such as performance, for which the employee did not improve after
actionable steps by the supervisor, College, or appropriate authority.

e Maintenance of an unethical relationship with a current student by faculty or staff.

In dismissal for cause, the President shall institute proceedings by providing the faculty member
with a written notice of intent to terminate employment by registered or certified mail, return
receipt requested. The dismissal notice shall contain:

e Full and complete statements of the charge or charges relied upon;
e A description of the appeal process available to the faculty member;
e Effective date of the termination.

The faculty member shall have an opportunity to meet with the College designee prior to the
effective date to refute the facts of the charges.

e Termination of Faculty Due to Reduction or Discontinuance of an Existing Program

A faculty member’s appointment may be terminated because of the reduction or
discontinuance of an existing program as a result of program review in accordance with
appropriate policy bulletins relating to review of academic programs, provided no other
program or position requiring equivalent competency exists. If, within two years
following the reduction or discontinuance of a program, a position becomes vacant for
which the faculty member is qualified, the President shall make every effort to extend
first refusal to the faculty member so terminated.
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If the faculty member is to be terminated as a result of program reduction, then the
President shall institute proceedings by giving the faculty member written notice of such
non-retention by certified mail, return receipt requested. The dates of formal
notification shall be those specified in the policy on non-retention during tenure-track
faculty status.

Termination Due to Financial Exigency
o Declaration
Should the Blue Ridge CTC Board of Governors or the President determine,
define, and declare that a state of financial exigency does exist, then the
College shall have the right to take extraordinary action, including a selective
reduction in personnel and a selective elimination or curtailment of units or
programs in either the instructional or non-instructional areas of the College
or both. Such action shall be implemented in accordance with the long-range
educational mission of the College.
o Presentation of the Reduction in Force (RIF) Rule
A specific plan for the reduction of personnel and programs or units in either
the instructional or non-instructional areas or both shall be presented by the
President in consultation with the major administrators. This plan, including
both the rationale used in determining the financial exigency and the
rationale used by the College in recommending termination, shall be
presented to Faculty and Staff. A reasonable period of time will be allowed
for written comment on the plan, subject to circumstances of the exigency.
o Criteria
In considering where terminations should occur, the following factors shall
be taken into consideration:
» Role and contributions of the academic program or administrative
unit within the College’s mission.
» Dependence of other programs or units upon the program or unit
proposed for termination.
» Quality and relative costs of programs or units.
» Organizational and performance of personnel within the program or
unit.
» Organizational arrangement which might serve as alternatives to
termination.
» Arrangements for phasing out the program or unit as an alternative to
abrupt discontinuance.
» The effect on the College’s affirmative action compliance.
The conclusions reached ultimately remain at the sole discretion of the President
and/or the Board of Governors.
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Exit Procedure

When an employee terminates service with the College (voluntarily or involuntarily), the
employee must surrender all college property issued to him or her and must account for all
other property held in his or her custody. A formal exit procedure to include an exit checklist
shall be completed with appropriate signatures assuring compliance and filed with the Office of
Human Resources. The Exit Checklist is available and provided by the Office of Human
Resources.

GRIEVANCE PROCEDURE FOR WORK-RELATED DISPUTES

All full-time and part-time regular employees who are in a full-time, part-time or probationary
position may seek a resolution of work related disputes through the West Virginia Public
Employee Grievance Board. Information concerning the grievance procedure is available to
employees on the Human Resources’ webpage or by request through the Human Resources
Office.

Comprehensive information, directions for filing, grievance forms, and procedural timelines can
be found on the West Virginia Public Employees’ Grievance Board website and WV Code 6C-2.
Exceptions include pension or other retirement system issues, insurance issues, or matters not
within the vested authority of the employer.

WORK ATTENDANCE

Attendance and Absence

Punctuality is promptness in being on the job at the specified time as well as completing the
appointed work week as expected. All time, including leave, is accounted for via a time and
attendance system.

Reporting Off Work

Unexpected absences must be reported to the employee’s immediate supervisor or designee
prior to the start of the work day. Absences are to be reported to the supervisor or designee
using the communication method indicated by the employee’s supervisor. If the absence
exceeds one day, the employee must notify the supervisor daily, unless otherwise arranged.
Absences for 3 consecutive days without notifying the supervisor will be grounds for
disciplinary action, up to and including dismissal.
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All absences must be charged to accrued annual, sick leave or a qualifying leave status,
whichever is appropriate, and recorded in the College’s time and leave system. If no accrued
time is available, lost wages will be reflected in the employee’s paycheck. Exempt employees
will only be deducted pay in full day increments as allowed by the Fair Labor Standards Act.
Unpaid leave must be approved by the President or his/her designee.

All leave usage is to be recorded in the time and leave system utilized by the College. Recording
time by means of a leave request in the time and leave system does not satisfy the requirement
of notifying the supervisor in advance of absence. In the case of sick leave, the College may
require a physician’s certification or note for the duration of the leave no matter the duration.
Any absences for medical purposes that may constitute a serious health condition exceeding 3
days must be brought to the attention of the Human Resources Office for consideration of a
qualifying leave event under the College’s Family and Medical Leave Act procedure.

Academic Procession

An academic procession is a significant event in the commencement program. The faculty and
administration are required to participate in academic processions and to wear appropriate
academic regalia. Academic regalia is the responsibility of the individual. In the event that
caps, gowns, and hoods are not owned, the College may make arrangements to obtain such on
a rental basis. The availability of regalia for rental is at the discretion of Enrollment
Management.

In academic procession, the President, appropriate administrators, members of West Virginia
Board of Governors, and other special guests will lead the procession.

If members of the academic community who are expected to participate in the commencement
are unable to do so, then a request to be excused must be approved by the employee’s Vice
President.

TYPES OF LEAVE

General Leave Coverage

Qualified employees of Blue Ridge CTC are provided a comprehensive leave program as state
employees. Full-time, 12-month faculty accrue paid annual and sick leave based on hours
worked. Employees working 1,950 hours or more within a 12-month period accrue leave at the
full rate. The only faculty members who accrue leave are those on 12-month appointments. If
an employee works less than a full month or is on unpaid leave during a month, their annual
and sick leave will be accrued on a pro rata basis.
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Blue Ridge CTC is required to maintain records showing the current leave status of each leave-
earning employee.

Annual leave and sick leave do not accumulate during a terminal leave period, which is defined
as the time between the employee's last day of work and his/her last day on the payroll
(WVCCTCE Title 135, Series 8, Section 4).

A recognized College holiday occurring during an employee's paid leave period shall not be
considered as a day of leave, provided the employee is not in a terminal leave period (WVCCTCE
Title 135, Series 38, Section 2).

Throughout this section, a day is defined as 7.5 hours, which is the standard work day of all
employees unless designated otherwise by the President or designee.

The following information is an overview of the leave program. Additional information may be
obtained from the Human Resources Office or by visiting the Human Resources’ Employee
Leave webpage.

New employees receive training from the Human Resources Office during new employee
orientation on the College’s time and leave system. Any employee may request this training or
additional training from the Human Resources Office.

Sick Leave
e General Provisions

12-month faculty are eligible to earn sick leave immediately upon employment at a rate of 1.50
days or 11.25 hours per month.

There is no limit to the amount of sick leave an employee can accumulate and carry forward
from year to year. Sick leave may be used for personal illness, injury, or routine medical/dental
appointments and those of the employee’s immediate family. Immediate family is defined to
include: father, mother, son, daughter, sister, brother, husband, wife, mother-in-law, father-in-
law, son-in-law, daughter-in-law, grandmother, grandfather, granddaughter, grandson,
stepfather, stepmother, stepchildren or others considered to be members of the household
and living under the same roof. Sick leave may also be used for a death in the immediate family
(WVCCTCE Title 135, Series 38, Section 5).

Sick leave for more than three consecutive work days requires satisfactory proof of iliness or
injury, as evidenced by a statement of the attending physician or by other proof satisfactory to
the College. Failure to provide this proof may result in a decline to approve a sick leave request.
An employee having an extended illness lasting longer than 3 days or serious injury shall, before
returning to duty, obtain satisfactory written medical clearance indicating the employee's
release to return to work and ability to perform her/his duties. If there is any question as to the
employee’s ability to perform his or her job responsibilities, a medical release may be required
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before an employee returns to work following an illness or serious injury. The College may
require evidence from an employee for verification of an illness or other causes for which leave
may be granted, regardless of the duration of the leave (WVCCTCE Title 135, Series 38, Section
5). Note: the College applies a 3-day proof of illness or injury as opposed to the 5 days required
in Series 38 in order to comply with provisions of FMLA and Worker’s Compensation.

e Pregnancy Related lliness or Disability

Disabilities caused or contributed to by pregnancy, childbirth, miscarriage, abortion and
recovery shall be considered temporary disabilities. These shall be treated the same as any
other illness or disability would be treated for sick leave entitlement. The College may require
evidence from an employee for verification of an illness or other causes for which leave is
granted, regardless of the duration of the leave (WVCCTCE Title 135, Series 38, Section 5).

e Transfer of Sick Leave

When an employee transfers from other WV agencies of state government or from other WV
state institutions of higher education to another WV institution, the employee's accumulated
sick leave may be transferred with written approval from the President. Written verification of
the accumulated amount of sick leave to be transferred must be provided by the state agency
or institution of higher education wherein the employee accumulated the sick leave within one
year of the date of employment with the new institution (WVCCTCE Title 135, Series

38, Section 2). The employee is responsible to make the request for transfer in writing to the
original agency or institution with a copy to the new institution. If transfer is not made within
one year of the date of new employment, all accumulated sick leave is forfeited.

e Reinstatement of Sick Leave Upon Reemployment

Sick leave provisions are contingent upon continued employment. When the services of an
employee have terminated, all sick leave credited to the employee shall be considered
cancelled as of the last working day with the institution, and no reimbursement shall be
provided for unused sick leave except in the event of applicable retirement. If applicable, sick
leave will be converted to insurance coverage for applicable employees. Employees who resign
in good standing and are later reemployed may have their total accumulated sick leave
reinstated, provided the date of termination is one year or less from the date of reemployment.
However, if the employee returns to work after more than one year from the date of
termination, no more than 30 days of accumulated sick leave may be reinstated (WVCCTCE Title
135, Series 38, Section 5).

e Donation of Sick Leave

Employees have the ability to donate sick leave in whole day increments to employees who
have been approved for catastrophic leave. A detailed description of the College’s Catastrophic
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Leave procedure is found below. Donations can be made using the Catastrophic Leave Donor
Form found on the Human Resources’ “Forms and Worksheets” webpage.

e Sick Leave Buy Back Program

Eligible state employees may surrender a portion of their unused sick leave for a taxable cash
benefit. Employees who were hired prior to 2001 are eligible for this benefit. Payment is at a
rate of 25% of the employee’s usual daily rate of pay. If employees leave State employment
within five years from receipt of the funds (except in cases of death or retirement), then they
must pay back the funds, plus 12% interest (WVCCTCE Title 148, Series 21).

e Sick Leave Conversion Upon Retirement

Upon meeting certain requirements, individuals retiring from a State agency or institution may
be eligible to apply unused sick leave as a credit toward the premium for the West Virginia
Public Employees Insurance Plan, just as they can apply unused annual leave for this purpose.
This option is not available to employees hired after July 1, 2001.

For employees enrolled in a PEIA insurance plan on or before July 1, 1988, the conversion factor
is: Two days accrued annual or sick leave equal 100% of the premium for one month of single
coverage. Three days accrued annual or sick leave equal 100% of the premium for one month of
family coverage.

For employees who enrolled in the PEIA insurance plan after July 1, 1988, and before July 1,
2001 with continuous employment since that time, the conversion factor is: Two days of
accrued annual or sick leave results in 50% of the premium for one month of single coverage.
Three days of accrued annual or sick leave equals 50% of the premium for one month of family
coverage.

Individuals employed after July 1, 2001 do not have the benefit of exchanging accrued leave for
payment of insurance premiums.

Annual Leave

e General Provisions

12-month faculty shall be eligible for up to 24 days leave per year accumulated at a rate of 2.0
days per month from the date of employment.

Leave requests are to be submitted using the College’s time and leave system.

All leave requires the supervisor’s approval prior to taking leave. Upon retirement or
resignation, an employee may elect to have his or her accumulated leave paid in a lump sum or
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receive it over the regular pay periods. Should an employee die while employed by the
institution, the value of the accumulated annual leave shall be paid to his/her estate.
Employees hired prior to July 1, 2001, may be eligible to apply unused annual or sick leave as a
credit toward premium costs for PEIA insurance coverage.

e Accumulation Limits

The accumulation maximum carryover is 2 times an employee’s annual accrual amount.
Employees must be paid for their accrued annual leave at termination or use it as terminal
leave to remain on the payroll (WVCCTCE Title 135, Series 38). Any amount of accrued annual
leave in excess of two times an employee’s annual amount is forfeited.

e Scheduling and use of Annual Leave

Annual leave requests must be approved in advance by the employee’s supervisor or
authorized designee of the supervisor. Annual leave shall be arranged to fit operating
schedules; however, consideration shall be given to all employee requests. Seniority may be
considered by the supervisor when approving annual leave requests in the case when multiple
employees are requesting leave that could affect business operations. An employee may not
take leave before it is earned.

e Transfer of Annual Leave

Up to 15 days of annual leave may be transferred with an employee from one WV State agency
or institution to another. Certification of the balance which existed with the previous employing
agency must accompany the request for transfer of annual leave by the employee. The request
must be made within one year from the last day of employment with the original agency or
institution (WVCCTCE Title 135, Series 38, Section 2). Any annual leave in excess of 15 days or
leave not timely transferred will be forfeited by the employee.

e Donation of Annual Leave

Employees have the ability to donate annual leave in whole day increments to employees who
have been approved for catastrophic leave. Details regarding the Catastrophic Leave program
can be found below. Donations can be made using the Catastrophic Leave Donor Form found
on the HR “Forms and Worksheets” webpage.

e Payment for Annual Leave Upon Termination

When an employee’s employment is terminated, accrued annual leave will be distributed in the
form of compensation. This is accomplished by paying the employee for the value of the leave
all at once, also known as a lump sum payment (WVCCTCE Title 135, Series 38, Section 3; W.Va.
Code §5-5-3).
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e Unused Annual Leave Credits

In case of an employee’s death, the employee’s annual leave will be paid in a lump sum
payment to his or her estate in the amount allowed by WV law (WVCCTCE Title 135, Series 38,
Section 4).

e Annual Leave Conversion Upon Retirement

Upon meeting certain requirements, individuals retiring from a State agency or institution may
be eligible to apply their unused annual leave as a credit toward the premium for the West
Virginia Public Employees Insurance Plan, just as they can apply unused sick leave for this
purpose. This option is not available to employees hired after July 1, 2001.

e Using Annual or Sick Leave to Increase Retirement Benefits

An employee who is currently participating in the WV Consolidated Public Retirement Board
plan may elect to use unused annual vacation and/or sick leave toward an increase in
retirement benefits, on the basis of two days of retirement service credit for each day of
unused annual or sick leave. (This provision does not apply to full time higher education faculty
members employed on an annual contract basis other than 12 months.) Such days will
constitute additional service in the computation of the member’s retirement annuity. The
additional credited service shall not be used in meeting initial eligibility for retirement criteria.

Catastrophic Leave of Absence

Catastrophic leave is a wage replacement benefit that is available to full-time 12-month faculty,
for a catastrophic illness. Use of donated credits may not exceed a maximum of 12 continuous
calendar months for any one catastrophic illness or injury.

A catastrophic illness is defined as a medically verified illness or injury which is expected to
incapacitate an employee and which creates a financial hardship because the employee has
exhausted all leave and other paid time off. Catastrophic illness or injury may also include an
incapacitated immediate family member if this results in the eligible employee being required
to take time off from work to care for the family member and the employee has exhausted all
leave and other paid time off. Immediate family member is defined as: father, mother, son,
daughter, brother, sister, husband, wife, mother-in-law, father-in-law, son-in-law, daughter-in-
law, grandmother, grandfather, granddaughter, grandson, stepmother, stepfather, step
children, or others considered to be members of the household and living under the same roof.

Employees wishing to request catastrophic leave should submit a completed Catastrophic Leave
Application form found on the Human Resources’ “Forms and Worksheets” website to the
Human Resources Office. Catastrophic leave requests require satisfactory proof of illness or
injury, as evidenced by a completed Medical Leave Verification form found on the Human
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Resources’ “Forms and Worksheets” website. Failure to provide this proof may result in a denial
of approval for the requested catastrophic leave.

Once approved, any other leave earning employee may donate sick or annual leave into a
“bank” established to directly transfer these days to the affected employee. Any days donated
are to be provided on the Catastrophic Leave Donor form found on the Human Resources’
“Forms and Worksheets” website to the Human Resources Office. Donated days are used in
order based on the date they were received. Leave days will accrue when an individual is on
catastrophic leave. An individual’s accrued leave will be used prior to any donated leave. If all
donated days are not used, they shall be returned to the donating employee and reflected in
his/her leave balance. Under no circumstances is an employee required to donate time to
another employee. This is an elective program.

The College recommends employees maintain a minimum of 22 days of annual/sick leave when
considering donating leave to a colleague to safeguard their own leave needs. Employees who
have provided the College with their notice of resignation or retirement are not eligible to
donate leave.

All benefits will be continued for the employee while on catastrophic leave for the period
donated days are available. Use of donated credits may not exceed a maximum of 12
continuous calendar months for any one catastrophic iliness or injury. Donated leave is paid at
the regular rate of the receiving employee.

e Special Emergency Leave with Pay

Special emergency leave with pay may be granted by the President or the President’s designee
to full-time employees in the event of extreme misfortune to the employee or the employee’s
immediate family. The leave should be the minimum necessary, and in no case may it exceed
five days (37.5 hours) within any 12 consecutive month period. Typical events which may
qualify an employee for such leave are fire, flood, or other events of a nature requiring
emergency attention by the employee (other than personal illness, injury or serious illness or a
death in the employee’s immediate family). Written documentation of such events may be
required (WVCCTCE Title 135, Series 38, Section 11). This leave is discretionary.

Family and Medical Leave Act (FMLA)

Provisions of the Federal Family and Medical Leave Act (FMLA) provide up to 12 weeks of
unpaid, job protected leave within a 12-month period.

Types of Leave Covered:
e The birth of a child and in order to care for that child.

e The placement of a child for adoption or foster care and to care for the newly placed
child.
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e To care for the employee’s spouse, child, or parent who has a serious health condition
(the definition of a serious health condition can be found within the College’s FMLA
procedure);

e For a serious health condition that makes the employee unable to perform the
employee’s job.

FMLA provides two military leave benefits:

e Qualifying exigency leave for families of members of the National Guard or Reserves or
of a regular component of the Armed Forces when the covered military member is on
covered active duty or called to covered active duty.

e Military caregiver leave (also known as covered servicemember leave) to care for an
injured or ill service member or veteran.

Employees are eligible for these benefits if they have worked for at least one year, for a
minimum of 1,250 hours over the previous 12 months. Employees must provide 30 days
advance notice of the need to take FMLA leave when the need is foreseeable. When a 30-day
notice is not possible, the employee must provide notice as soon as possible and generally must
comply with the normal reporting off procedure. In all instances, documentation (the College
utilizes the federal FMLA Notice and Certification forms) supporting the illness or condition and
pending return to work date must be provided.

An employee who is taking FMLA leave because of the employee's own serious health condition
or the serious health condition of a family member must use all paid sick and annual leave prior
to being eligible for unpaid leave. Sick leave will only run concurrently with FMLA leave if the
reason for the FMLA leave is covered by the established sick leave guidelines. Medical
insurance coverage may continue during this leave period if the employee continues to pay the
employee’s share of the insurance premiums and provides monthly medical verification from a
care provider as required by the College’s health insurance provider. FMLA entitles an
employee to the same or equivalent job upon the employee’s return to work within the
designated time period, and it protects employees from retaliation.

The College calculates FMLA on a 12-month rolling period from the time that leave is initially
taken for a maximum of 12 weeks leave in that 12-month period. Leave may be taken
continuously or intermittently, dependent on the qualifying criteria.

Additional details and required forms are available from the Human Resources Office.
Employees are encouraged to review the College’s FMLA procedure regarding their rights and

responsibilities under FMLA.

FMLA is a federally mandated program and final determination regarding the use of FMLA by
employees will be consistent with current FMLA standards and requirements.
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West Virginia Parental Leave Act

The West Virginia Parental Leave Act authorizes eligible employees to request up to 12 weeks
of unpaid parental leave per year. To be eligible to request leave under the Parental Leave Act,
an employee must have worked at least 12 consecutive weeks for the State of WV and he/she
must be a full-time, benefits-eligible employee. Parental Leave Act leave may be taken in
addition to any available paid leave. The Parental Leave Act entitles employees to return to the
same position they previously held upon return to work. It prohibits interference with
employee rights (WV Code 21-5D-1 through-9).

The basis of a Parental Leave Act request is due to the birth of a child or adoption of a child by
the employee or because of a planned medical treatment or care for the employee's spouse,
son, daughter, parent, or dependent who has a serious health condition. The employee must
provide her/his supervisor with written notice two weeks prior to the expected birth or
adoption, or for the medical treatment, or for the supervision of a dependent. The employee
must provide the Human Resources Office with certification by the treating physician and/or
documentation regarding dependency status. All annual leave must be exhausted before the
parental leave begins.

During the parental leave by an employee, group health insurance coverage shall continue
during the leave period, provided the employee pays the employer the full premium cost of the
health plan. The College shall hold the position of the employee not to exceed the 12-week
period of the leave and the employee shall be returned to his/her position upon medical
documentation for return (WVCCTCE Title 135, Series 38, Section 7).

The College calculates WVPLA on a 12-month basis beginning on the date leave is initially taken.
WVPLA leave cannot exceed 12 weeks in that 12-month period.

WVPLA leave shall not be stacked on FMLA leave to allow 24 weeks leave in any 12-month
period. FMLA, if eligible and applicable for any employee, runs concurrent with the WVPLA, if
eligible and applicable.

Only the amount of leave actually taken may be counted toward the 12 weeks of leave

(e.g., if an employee who normally works five days a week takes off one day, the employee
applies 8 hours of FMLA/WVPLA leave; if a full-time employee who normally works 8-hour days,
instead works 4-hour days under a reduced leave schedule, the employee applies 20 hours of
FMLA/WVPLA leave each week). Where an employee normally works a part-time schedule or
variable hours, the amount of leave is determined on a pro rata or proportional basis (e.g., if an
employee who normally works 30 hours per week works only 20 hours a week under a reduced
leave schedule, 10 hours of FMLA/WVPLA leave for each week is applied). If an employee's
schedule varies from week to week, a weekly average of hours worked over the 12 months
prior to the beginning of the leave period would be used to calculate the employee's normal
workweek.
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Funeral Leave

The College nor the State of WV provides bereavement leave. Full-time, leave accruing
employees may apply sick leave, as available, to cover funeral leave when an immediate family
member is involved. As a general guideline, 3 days of funeral leave is provided for local funeral
and funeral arrangements and 5 days when overnight travel is required. Additional leave
requests beyond the general guideline should be submitted to the supervisor for attending to
funerals of immediate family members

Leave of Absence
e Medical Leave of Absence Without Pay

Any employee requesting a medical leave of absence without pay must provide the President or
the President's designee (in this instance the VP of Human Resources), with satisfactory medical
evidence, such as a statement from the attending physician, that he or she is unable to work.
This statement shall include a diagnosis, prognosis, and expected date that the employee can
return to work. If the evidence is satisfactory, the President or the President’s designee may
authorize a medical leave of absence without pay only for the period of incapacitation specified
by the attending physician and not for more than 12 months (WVCCTCE Title 135, Series 38,
Section 6). This leave is discretionary. When determining authorization, the President will take
into consideration the needs of the College and ability to compensate for the employee’s
absence.

Employees on a leave of absence without pay shall not accrue annual or sick leave or years of
service credit for any full months in which they are off the payroll. Employees are also not
eligible for holiday pay.

Group health coverage shall continue during the duration of the unpaid medical leave provided
the employee pays his or her portion of the premium cost of the plan and meets all eligibility
requirements as outlined by PEIA.

The employee shall be expected to report to work on the first workday following the expiration
of the leave period. The employee shall provide written medical documentation indicating the
employee’s ability to return to work and satisfactorily perform his/her duties.

Employees will accrue annual leave and service credit for annual leave accrual determination,
but not sick leave, when they are unable to work due to a Workers Compensation leave
(WVCCTCE Title 135, Series 38, Section 2).

e Personal Leave of Absence Without Pay

An employee, upon application in writing and upon written approval by the President or the
President’s designee, may be granted a continuous leave of absence without pay for a period of
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time not to exceed 12 consecutive months, provided all accrued annual leave and accrued
compensatory time has been exhausted. The President or the President's designee, at her/his
discretion, may require the written approval of the supervisor before accepting the written
application of an employee for a leave of absence without pay.

At the expiration of leave of absence without pay, the employee shall be reinstated without
loss of any rights, unless the position is no longer available due to a reduction in staff caused by
curtailment of funds or a reduced workload. Failure of an employee to report promptly at the
expiration of an approved personal leave of absence without pay, except for satisfactory
reasons submitted in advance, shall be cause for immediate termination of employment by the
College.

During a personal leave, group health insurance coverage shall continue provided that the
employee pays the College the full premium costs of such group health plan. Employees on
personal leave of absence without pay shall not accrue annual or sick leave or years of service
credit or holiday pay for any and all full months in which they are off the payroll (WVCCTCE Title
135, Series 38, Section 2).

e Sabbatical Leave

The College does not offer sabbatical leaves of absence. Sabbatical leaves are at the sole
discretion of the President.

Military Leave

An employee who is a member of the National Guard or any reserve component of the armed
forces of the United States shall be entitled to and shall receive a leave of absence without loss
of pay, status, or efficiency rating, for all days engaged in drills or parades ordered by proper
authority, or for field training or active service for a maximum period of 30 working days
ordered or authorized under provisions of state law in any 1 calendar year. The term "without
loss of pay" shall mean that the employee shall continue to receive normal salary or
compensation, notwithstanding the fact that such employee may receive other compensation
from federal sources during the same period. Furthermore, such leave of absence shall be
considered as time worked in computing seniority, eligibility for salary increase, and experience
with the College. An employee shall be required to submit an order or statement in writing
from the appropriate military officer in support of the request for such military leave prior to
beginning the leave.

Benefits of this section shall accrue for 30 working days after reporting for active service to
individuals ordered or called to active duty by the President of the United States (WVCCTCE
Title 135, Series 38, Section 10).

After utilizing Military Leave, an employee may elect to use his or her allotted paid leave of
absence, accrued annual leave, or freeze annual leave to continue military service.
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Uniformed Services Employment and Reemployment Rights Act (USERRA)

The Uniformed Services Employment and Reemployment Rights Act (USERRA) protects civilian
job rights and benefits for veterans and members of Reserve components. USERRA also makes
improvements in protecting service member rights and benefits by clarifying the law and
improving enforcement mechanisms.

USERRA establishes the cumulative length of time that an individual may be absent from work
for military duty and retain reemployment rights to 5 years. There are exceptions to the 5-year
limit, including initial enlistments lasting more than 5 years, periodic National Guard and
Reserve training duty, and involuntary active duty extensions and recalls, especially during a
time of national emergency. USERRA clearly establishes that reemployment protection does not
depend on the timing, frequency, duration, or nature of an individual's service as long as the
basic eligibility criteria are met.

USERRA provides protection for disabled veterans, requiring employers to make reasonable
efforts to accommodate the disability. Service members convalescing from injuries received
during service or training may have up to 2 years from the date of completion of service to
return to their jobs or apply for reemployment.

USERRA provides that returning service members are reemployed in the job that they would
have attained had they not been absent for military service (the long-standing "escalator"
principle), with the same seniority, status and pay, as well as other rights and benefits
determined by seniority. USERRA also requires that reasonable efforts (such as training or
retraining) be made to enable returning service members to refresh or upgrade their skills to
help them qualify for reemployment. The law clearly provides for alternative reemployment
positions if the service member cannot qualify for the "escalator" position. USERRA also
provides that while an individual is performing military service, he or she is deemed to be on a
furlough or leave of absence and is entitled to the non-seniority rights accorded other
individuals on non-military leaves of absence.

Health and pension plan coverage for service members is provided for by USERRA. Individuals
performing military duty of more than 30 days may elect to continue employer sponsored
health care for up to 24 months; however, they may be required to pay up to 102 percent of
the full premium. For military service of less than 31 days, health care coverage is provided as if
the service member had remained employed. USERRA clarifies pension plan coverage by
making explicit that all pension plans are protected.

The period an individual has to make application for reemployment or report back to work after
military service is based on time spent on military duty. For service of less than 31 days, the
service member must return at the beginning of the next regularly scheduled work period on
the first full day after release from service, taking into account safe travel home plus an eight-
hour rest period. For service of more than 30 days but less than 181 days, the service member
must submit an application for reemployment within 14 days of release from service. For
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service of more than 180 days, an application for reemployment must be submitted within 90
days of release from service.

USERRA also requires that service members provide advance written or verbal notice to their
employers for all military duty unless giving notice is impossible, unreasonable, or precluded by
military necessity. An employee should provide notice as far in advance as is reasonable under
the circumstances. Additionally, service members are able (but are not required) to use accrued
vacation or annual leave while performing military duty.

Red Cross Leave

An employee who is a certified disaster service volunteer of the American Red Cross may be
granted leave with pay for up to fifteen 15 work days per year calendar year to participate in
relief services for the American Red Cross. This leave must be requested in writing and
approved by the employee’s supervisor and the President of the College prior to using the
leave. (WV Code 15-5-15a)

Witness and Jury Leave

Upon application in writing, an employee may be granted leave as described in this section
provided the employee is not a party to the action. Annual leave will not be charged under the
provisions of this section.

When, in obedience to a subpoena or direction by proper authority, an employee appears as a
witness for the Federal Government, the State of WV, a political subdivision thereof, the
College, or is a member of a jury, the employee shall be entitled to leave with pay for such duty
and for such period of required absence.

When attendance in a court is in connection with an employee's usual official duties, time
required in going and returning shall not be considered as absence from duty. When an
employee serves on a jury, or is subpoenaed in litigation, the employee shall be entitled to
leave with pay for such duty and for such period of required absence. The employee shall
report to work if he/she is excused by the court before the end of her/his regular work day.
Provisions for employees who work a shift other than normal business hours (day shift) shall be
made according to College operational needs on a consistent basis and in consideration of the
hours demanded by the court (WVCCTCE Title 135, Series 38, Section

12).

Declared Emergency

At the discretion of the President or the President’s designee, in consultation with local, state,
or federal public safety officials, College operations may be shut down in total or in part
because of any circumstance which threatens the health or safety of employees and/or
students, such as extreme inclement weather and facility shutdowns. During declared
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emergencies, employees required to work shall be compensated pursuant to Series 8 of the
WVCCTCE Rules (WVCCTCE Series 38, Section 13).

Employees are eligible for regular pay for work time lost because of a declared emergency.
Work time lost will be considered regular work time for pay purposes and will not require time
charged to accrued leave nor will there be a requirement that the time be made up. Exempt
employees that work during a declared emergency period receive compensatory time off on an
hour-for hour-basis. The compensatory time for exempt employees shall be used while
employed and shall not be paid out upon termination of employment.

During Utility Service Disruption, Emergency Situations, and/or Inclement Weather, employees
may be required to perform their duties in alternate work locations or to take annual leave.
West Virginia Code 12-3-13 specifies that absences from work due to inclement weather
conditions other than during a declared emergency must be charged against accumulated
annual leave or the employee must be removed from the payroll for the time in question. Sick
leave may not be charged for absence due to weather. Time lost from work may be made up in
the same work week at the discretion of the employee's supervisor (WVCCTCE Title 135, Series
38, Section 13)

Holidays

WV State law requires each institution to provide 12 full days, plus additional days for any
statewide, primary or general election. Six of these holidays, New Year’s Day, Martin Luther
King’s Birthday, Independence Day, Labor Day, Thanksgiving, and Christmas, are fixed by the
state and taken on the appropriate date of the holiday. The six additional days are determined
by the President or his designee in consultation with other employees as appropriate.

If a specified holiday occurs on a Saturday, it is observed on the preceding Friday. If a specified
holiday occurs on Sunday it is observed on the following Monday. In these cases, the College
may close for the entire weekend to observe the holiday at the discretion of the President or
his or her designee.

When Christmas or New Year’s Day occurs on Tuesday, Wednesday, Thursday, or
Friday an additional one-half day for each of these holidays is granted.

The College’s holiday schedule is distributed either online or by hardcopy in April of each year
for the next fiscal year.

Proclamation of additional legal holidays by the President of the United States, governor, or

other duly constituted authority may be observed by employees as determined and
communicated by the President of the College.
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Voting Time

WV Code 3-1-42

Every person entitled to vote at any election who may be employed by any person, company, or
corporation on the day on which such election shall be held in this state, shall, on written
demand of such employee, made at least three days prior thereto, be given a period of not
more than three hours, if necessary, between the opening and the closing of the polls on such
day, for the purpose of enabling such person to repair to the place of voting to cast his vote and
return, without liability to any penalty or deduction from his usual salary or wages on account
of such absence, except that any employee, who has three or more hours of his own time away
from his work or place of employment at any time between the hours of the opening and the
closing of the polls on election day and who fails or neglects to vote or elects not to vote during
such free time away from his work or employment, may be subject to wage or salary
deductions for the time actually absent from his work or employment for voting in such
election.

POSITION AND SALARY DISTRIBUTION

General Provisions

No guarantee exists that faculty will receive a salary increase either on an annual basis or for
merit. Increases of these types may be granted when money is available and approved by the
Blue Ridge CTC Board of Governors or when allocated by the legislature.

Employees will be paid twice a month—once at mid-month and once at the end of the month.
When the last day of the pay period falls on Sunday, pay will normally be issued on Monday. If
the last day of the pay period falls on Saturday, pay will normally be issued on Friday. It is
strongly recommended that the employees utilize direct deposit. As a secondary option, the
State issues WV Pay Cards. The State does not issue manual checks.

State and federal laws require each institution to deduct state and federal income taxes, social
security, and retirement premiums from each employee’s wages. For the employee’s
convenience, optional deductions may be made for other reasons upon approval by the
employee.

Employees are responsible for examining their electronic notice of deposits (ENODS) to verify
that all amounts listed for both income and deductions are correct. Any possible error must be
reported to the Human Resources Office as soon as possible to investigate and remedy the
issue, if founded, in a timely manner.
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Arrears
All employees shall be paid twice per month and shall be paid one pay cycle in arrears.
Annual Increment Pay

All full-time, regular benefits-eligible employees are eligible for annual increment pay based on
their length of service. If an eligible employee has three or more years of qualifying service as of
June 30, he or she will receive annual increment pay in recognition of past service as a state
employee. The annual increment is S60 for each full year of qualifying service as approved by
the West Virginia State Budget Office. Typically, the increment is paid in a lump sum once a
year during the month of July.

Please see the Years of Service section for further details.
Compensation
e Full-time Faculty

When the College proceeds to fill a new or vacated faculty position, a faculty position base
salary range is established through a position analysis with consideration given to budget or
grant availability (or grant requirement), relative recruitment market (external), peer
institutions, internal equity, and other factors. A candidate is offered a base salary within the
established range based on the individual’s salary history, salary progression, qualifications
(education and experience), and knowledge, skills and abilities pertaining to the position’s
requirements. After entry, individual employee salaries will vary based on a number of factors
including but not limited to: length of service, merit history, promotion history, across-the-
board increases, appointment duration, and designated administrative responsibilities.

Faculty promotions for advancement in rank (Instructor to Assistant Professor, Assistant
Professor to Associate Professor, and Associate Professor to Professor) will be granted at 10%
per rank. No salary increase is granted for a rank changing from Lecturer to Instructor.

e Adjunct Faculty

The adjunct faculty pay schedule is based on the number of credit hours taught multiplied by
the degree level with associated rate of pay established by the College. Programs are permitted
to have variable credit hour association for courses for adjunct pay purposes with consideration
given to workload (i.e., laboratory and clinical) with approval by the Vice President, VP of
Human Resources and the President of the College.

The following rates of pay have been established for part-time faculty. The rates are as follows:

e Doctoral Degree Holders and Terminal Degree Holders
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$660 per semester credit hour

e Master’s Degree Holder
S550 per semester credit hour

e Baccalaureate and Associate Degree Holders and those with no degree
S440 per semester credit hour

For full-time faculty teaching overloads and for other full-time employees teaching courses
outside the regular workday, the rates are as follows:
e Doctoral Degree Holders and Terminal Degree Holders
$660 per semester credit hour
e Master’s Degree Holders
e S$550 per semester credit hour
e Baccalaureate and Associate Degree Holders and those with no degree
S440 per semester credit hour

Exceptions to the stated rates of pay may be authorized by the President when extraordinary
circumstances justify additional compensation. Factors which will control such determination
include:
1) extraordinary credentials or experience; or
2) unique qualifications for a critically needed course; or
3) market factors which create extreme difficulties for the College in acquiring needed
part-time faculty.

For summer school, the rates of pay have been established as follows:
e Doctoral Degree Holders and Terminal Degree Holders
$770 per semester credit hour
e Master’s Degree Holders
$660 per semester credit hour
e Baccalaureate and Associate Degree Holders and those with no degree
$550 per semester credit hour

EMPLOYEE BENEFITS

General Provisions

Blue Ridge CTC offers a comprehensive benefit plan to full-time, benefits-eligible employees
and family members. Most benefits are offered as a state employee but some providers and
plans are specific to the College. Benefits significantly increase the value of an employee’s total
compensation package and provide for an enhanced work environment.
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Benefit options include, but are not limited to, comprehensive health insurance, life insurance,
annual leave (vacation), paid sick leave, holidays and retirement. In addition, employees have
the opportunity to participate in a variety of optional health benefit plans, income replacement
programs and monetary savings plans. Unless otherwise noted within the plan/benefit
overview, only full-time, benefits-eligible employees may enroll.

The information contained herein is designed to provide a brief overview of College-provided
benefits. The information is not intended to be fully inclusive of all offerings and provisions but
rather provide an overview of what is available to benefits-eligible employees. The College will
not be held responsible for any action taken or harm caused to the employee because the
information contained herein was too vague, incomplete, incorrect, or changed after the time
this document was written or updated. All controlling documents including specific plan
provisions and summary plan descriptions will always override any information found in this
benefits section.

Detailed information on each benefit and the enrollment forms (or provider enroliment
websites) are available in the Human Resources Office. Employees are encouraged to view and
enroll online for benefits when available and applicable. Proper enrollment is the
responsibility of each employee.

The majority of benefits are offered to College employees by the State of West Virginia and are
subject to control and changes by the State of West Virginia, as defined in the controlling plan
documents.

Retirement

All regular employees (.53 FTE and above) are eligible to participate in a tax-sheltered
retirement program administered either by the Teachers Insurance and Annuity Association of
the America/College Retirement Equities Fund (TIAA-CREF) or Great West. These plans are
qualified safe harbor retirement plans under Section 401(a) of the Internal Revenue Code. Both
the employee and the employer contribute 6% of gross pay (automatically deducted each pay
period) per pay cycle. Employees choose their own investment options from a variety of
accounts including mutual fund programs. Members are 100% vested immediately in both the
employee and employer contributions.

Supplemental Retirement Plan (403(b)) and Deferred Compensation Plan (457(b)) programs
through Great West and TIAA-CREF enable employees to save additionally for retirement.
Participation is voluntary, and contributions are not matched. Maximum annual contribution
amounts are set by the IRS.

Health Insurance

The WV Public Employees Insurance Agency (PEIA) offers multiple health insurance plans which
include benefits for hospital, surgical, major medical, prescriptions, and other medical
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expenses. Premiums, copayments, and out-of-pocket maximums are based on the employee’s
salary within a range and the plan chosen. PEIA offers four PPB plans and The Health Plan, a
state and federally qualified Health Maintenance Organization (HMQO). The College contributes
approximately 80% of the cost of the employee’s premium. Additional coverage for qualifying
family members is available for a premium paid by the employee.

Open enrollment is held once each year during April and/or May for benefits effective the
following July 1st. Once enrolled, the selected plan is binding for a one-year period unless the
employee experiences a qualifying life status change (i.e., birth of child, adoption, death of
spouse/dependent, marriage, divorce).

Employees are encouraged to review the PEIA Shopper’s Guide upon hire into a benefits-
eligible position, during open enroliment and in the case of a qualifying life status change.

Life Insurance

Term Life insurance and spouse/dependent list insurance is available to eligible employees and
their dependents. Benefit choices include basic life insurance, optional life insurance and
optional spouse/dependent life insurance.

Basic life insurance is provided to all benefits-eligible employees at no additional cost. The
insurance benefit totals $10,000 ($20,000 in case of accidental death) for each participant, with
a reduced rate dependent upon age criteria beginning at age 65.

Benefits-eligible employees may elect to be covered at his/her expense for optional life
insurance. These additional amounts also double if the death is accidental. Optional life
insurance is available amounts ranging from $5,000 to $500,000. Premiums are based on
employee tobacco use status, age, and the principle amount selected.

The employee may also choose to cover their spouse/dependents with optional dependent life
insurance coverage based on 5 plan levels ranging from $10,000 spouse/$2,000 child to

$40,000 spouse/S$S15,000 child.

Mountaineer Flexible Benefits Plan

Mountaineer Flexible Benefits Plans are sponsored by PEIA and administered by Fringe Benefits
Management Company. This is an additional benefits program which allows tax-free deductions
for supplemental insurance plans. These options are available to eligible, active employees.

Plans may be continued upon retirement but may not be continued if the employee resigns for
reasons other than qualifying retirement or is terminated.
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Open enrollment is held once each year during April and/or May for benefits effective the
following July 1st. Once enrolled, the selected plan is binding for a one-year period unless the
employee experiences a qualifying life status change.

Mountaineer Flex Options include:
e Dental Care — Delta Dental Assistance Plan, Delta Dental Basic Plan, Delta Dental
Enhanced Plan
e Hearing Care — EPIC Hearing Service Plan
e Vision Care — Full Service Plan, Exam Plus Vision Plan
e Medical Flexible Spending Account
e Dependent Care Flexible Spending Account
e Group Legal Plan
e Long Term Disability (LTD) Income Plans
e Short Term Disability (STD) Income Plan
e Health Savings Account (For Participants in PEIA Plan C)
e Limited-Use Medical FSA (For Participants in PEIA Plan C)

Employees are encouraged to review the Mountaineer Flexible Benefits Plan Employee
Reference Guide upon hire into a benefits-eligible position, during open enrollment and in the
case of a qualifying life status change.

American Family Life Assurance Company (AFLAC)

The College has partnered with AFLAC to offer Hospital Advantage, STD, Accident Indemnity
Advantage, Cancer Care, Critical Care and Recovery, Dental Insurance, and Vision policies. The
indemnity plans can assist by paying cash benefits for expenses such as rent, groceries, and
other daily living costs when unable to work. Enrolled employees can also use the cash benefits
to help with unexpected medical expenses.

Full-time and part-time employees are eligible to participate. The premiums for these policies
will be paid entirely by the employee on a post-tax basis. The enrollment period is rolling.

Employee Assistance Program

The College offers an Employee Assistance Program (EAP) through the EastRidge Health
Systems in Martinsburg. The EAP provides a wide range of counseling services in a confidential
setting. The first 3 visits are at no cost, and the employee is responsible for the costs of any
subsequent visit. These costs may be covered by medical insurance as applicable. Contact the
Human Resources Office or EastRidge at 304-263-8954 or the 24 Hour Crisis number at 855-
807-1258.

67



Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA)

COBRA requires that the College provide employees and their eligible dependents the
opportunity for a temporary extension of health care coverage at group rates in certain
instances where coverage would otherwise end. If an employee is covered under WV PEIA, he
or she has the right to choose this continuation coverage if coverage is lost and qualifying
continuation criteria related to the Act are met.

An employee will receive information from PEIA within the timeframe required by law after
termination of employment with an indication of rights and responsibilities and next steps if the
employee is interested. COBRA coverage requires the former or non-covered employee to pay
the full premium for continued insurance coverage to include an administrative fee as allowed
by law.

An employee will have access to the amount of premium necessary to continue their coverage
from WV PEIA. In addition, the employee must understand that COBRA benefits are offered for
a limited period of time.

Social Security

All employees must contribute to Social Security. The funds are matched by the College. The
benefits provided are determined by federal law.

Worker’s Compensation

The College is committed to providing a safe and secure environment and thus mitigating the
risk of injury or illness to employees. However, incidents do occur which require action by the
employee and College.

Worker’s Compensation Insurance helps protect employees against financial loss resulting from
on the job injuries, illnesses or death caused by certain work-related incidents. Worker’s
Compensation pays some claims involving medical, hospital and related bills, disability, loss of
body limbs such as an arm or leg, and some dependent benefits.

The College pays for Worker’s Compensation insurance for each eligible employee. On-the-job
injuries/illnesses must be reported to the Human Resource Office immediately with a written
incident report form completed within 24 hours. All accidents must be reported, regardless of
whether they result (or may result) in a Worker’s Compensation claim. Each employee is
responsible for providing the completed form to the Human Resources Office. Failure to submit
a claim in timely fashion may prevent an injured employee’s ability to receive Worker’s
Compensation benefits. The time period to file a claim begins from the time of injury, not the
time of first medical treatment. Accordingly, filing a Workers’ Compensation claim form for all
work-related injuries is imperative to protecting the employee’s right to collect Workers’
Compensation benefits.
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Approval of payment of claims or missed work time is determined by the Workers’
Compensation carrier and not the College. The College will comply and respond to all requests
for information from the carrier. The College does not make the final determination of claim
approval or denial.

Tuition Waivers
e Employee

The College provides opportunities for employees to enhance professional knowledge and skills
and to improve academic credentials through tuition waivers at Blue Ridge CTC. The College
awards tuition waivers to full-time, benefits-eligible academic and nonacademic personnel that
have been employed for a period of at least 6 months in full-time capacity. The Employee
Tuition Waiver Procedure and Application is to be used to request a waiver up to a maximum of
9 credit hours per semester per person. Employees approved for tuition waivers may also
qualify for education release time but must apply separately for that benefit.

e Spouse/Dependent

Tuition waivers are also available for full-time, benefits-eligible employee’s eligible spouse
and/or dependents. The Spouse and Dependent Tuition Waiver Procedure and Application
provides eligibility criteria including important deadlines and instructions for proof of
dependency.

Education Release Time

The College encourages career development and self-improvement. Before the semester in
which classes are to be taken, the employee is required to provide his/her supervisor a written
request for release time. The supervisor and Vice President will approve or disapprove of the
release and provide the employee with a written statement of the decision. The written
statement will be placed in the employee’s personnel file.

The time away from work shall made up during the same week. An adjusted schedule may also
be approved for the semester. During emergencies, the employee must work as assigned by the

supervisor regardless of release time previously granted.

Faculty employees do not qualify for the education release time defined in Series 8 of the
WVCCTCE.

Parking
Employees must obtain a parking decal to be visually displayed on a window in plain view at any

Blue Ridge CTC Campus. By obtaining a decal, this allows for enforcement of parking
procedures and for Security to contact individuals to provide information services (i.e., lights
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on, alarm sounding, and parking lot incidents). Parking decals are provided during employee
orientation and thereafter by visiting the Security Office on the main campus. Parking decals
are free of charge.

Overnight parking of personal vehicles is permitted for business travel. For employees parking
overnight, a parking decal must be exhibited. Employees shall park in the area closest to the
designated college vehicle parking area on the main campus and inform Security of the
expected duration.

Parking is permitted at the Headquarters Building, Technology Center, and Morgan County
location with the following exceptions:

e Any area that is clearly marked restricted parking

e Areas designated for persons with disabilities, College vehicles, or other

Employees parking in spaces for persons with disabilities must have a valid placard issued in his
or her name and displayed in the appropriate location on his/her vehicle at all times.

Parking in restricted spaces or failure to comply with parking requirements may result in towing
or disciplinary action. The College reserves the right to contact the local authorities to address
any parking violations that cause a safety or security hazard or inconvenience.

Library Services

Blue Ridge CTC has a contractual relationship with the Martinsburg-Berkeley County Public
Library located at 101 W. King St. in Martinsburg, WV to provide library services for faculty,
staff, and students. All faculty should obtain a library card. With the library card and PIN,
online databases (i.e., EBSCOHOST) may be accessed.

GENERAL PRACTICES & PROCEDURES

Bookstore

An on-campus bookstore is located at the Headquarters building with textbook pick-ups
conducted in the Student Success Center of the Technology Center. The College’s Bookstore
webpage provides hours of operations, return policy, contact information and administrative
procedures.
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Duplicating and Printing Services

The School/Division/Department’s office and administrative personnel can provide information
regarding copy services available to full and part-time faculty.

Dress Expectations

The College intends to provide a professional yet comfortable work environment. The College
has therefore adopted a business casual dress expectation for the workplace during normal
business operations Monday through Thursday. Business casual includes khaki pants, slacks,
dresses, skirts, sweaters, as well as short-sleeved polo shirts and long-sleeved shirts, but
excludes, tennis shoes, tight or short skirts, t-shirts, and sweatshirts. Different dress
expectations may be established by the supervisor in advance for College events/activities. The
wearing of Blue Ridge CTC branded apparel on any day is generally acceptable at the discretion
of the supervisor.

The exception to business casual is Friday for which the College has adopted a casual Friday
philosophy (also known as dress-down Friday or casual day). Casual Friday includes khakis or
good jeans (clean, no holes), plain t-shirt (no slogans), College apparel, polo shirt, turtleneck,
casual button-down shirt and/or sweater, sundress, casual button-down blouse, loafers,
sneakers (with or without socks), and sandals. The same exception for business casual on
Monday through Thursday applies to Friday as it relates to the supervisor establishing different
dress expectations based on College events/activities.

For classes or events/activities scheduled on the weekends, employees are asked to choose
from the business casual or casual Friday dress philosophies based on the nature of their
attendance. Any questions regarding what is appropriate should be addressed with the
supervisor, Vice President or Human Resources prior to the weekend.

The key point to sustaining appropriate attire is the use of common sense and good judgment,
and applying a dress practice that the College deems conducive to its business environment.
Any clothing that is adorned with racial slurs; lewd, obscene or derogatory words, statements
or pictures; or clothing with unprofessional symbols, phrases or slogans is unacceptable.

Personnel provided with College uniforms for their positions are exempt.

Office Keys & Access Cards (Keyless entry)

The Facilities Department is responsible for the keying system on the main campus and
therefore the issuance of departmental room and office keys. Supervisors should complete an

Office and Department Key Access Authorization Form found at N:\Forms\Facilities for new
employees and submit to Facilities for Headquarters.
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Secure access cards are issued for entry to some buildings and campus locations. Access cards
are issued by Security for the Headquarters building and Human Resources for the Technology
Center. Human Resources also issues room and office keys for the Technology Center.

For the Morgan County Center (Pines Opportunity Center), all room and office key requests
should be made to the Director of the Center.

All keys and access cards must be returned to the Office of Human Resources on the
employee’s last working day. Employees are prohibited from duplicating any keys or access
cards and may not allow use of keys or access cards issued to them by any other person.
Employees may be responsible for the cost associated with lost or stolen keys and access cards.

Employee Identification (ID) Cards

Employees are issued ID cards during orientation. All employees are highly encouraged to
display their badges while on College premises or to have the badge on person. The ID card is
the employee’s permanent College identification card and must be presented upon request.
The ID card is issued for the duration of an individual’s employment with the College.

Employees must report a lost or stolen ID card immediately to the Security Office. Broken, lost
or stolen ID cards shall be replaced by Security personnel during normal operating hours at the
main campus. The ID card is not transferable. The card is the property of Blue Ridge CTC and,
as such, can be confiscated if there is any misuse, forgery, or alteration of the card. The card
must be returned on the employee’s last working day.

Safety & Security

Blue Ridge CTC strives to maintain a safe and secure environment for employees, students and
the public. The College’s Safety and Security webpage offers information on the annual security
report (Clery), emergency alert system, inclement weather policy, evacuation plans and
procedures and the WV sexual offender registry. The campus security and safety supervisor, in
partnership with safety committee members, facilities team and security guards, complete
property inspections and threat assessments. The campus security and safety supervisor is
responsible for the Emergency Action Plan and the development and delivery of security and
safety training College-wide.

e Safety Committee
The safety committee is committed to providing and maintaining a safe, secure and
healthy environment for all employees, students and the public on campus.

e Emergency Action Plan

Blue Ridge CTC has designed a plan for administration, faculty and staff to respond to
campus emergencies. While the plan may not address every conceivable situation, it
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supplies extensive guidelines to respond and cope with campus and community
emergencies with the expectation of creating a safe and secure campus.

The Campus Security and Safety Supervisor in partnership with the VP of Human
Resources, Safety Committee and Executive Staff are responsible for the program. Each
employee is responsible for reviewing the emergency action plan, knowing the actions
he/she is responsible for completing, and for being familiar with the guidelines. Security
and safety is the responsibility of all employees. Therefore, employees shall
immediately report any suspicious person, behaviors, or circumstances to his/her
supervisor, the campus security and safety supervisor, or notify 911.

Automatic External Defibrillators (AEDS)
AEDS are strategically located throughout the campus buildings in case of emergencies.

Blue Emergency Poles

Blue emergency poles with blue lights at the top are located on the main campus in the
parking lot. Employees may use these phones when in danger, need emergency
assistance or need to report an incident. They are simple to use — just push the button.

Fire Drills & Emergency Evacuation

Fire drills are required periodically by the State Fire Marshall. Detailed instructions on
evacuation procedures have been provided and posted for individual buildings on the
Safety & Security webpage. Fire evacuation maps are strategically located throughout
all buildings. Safety designees are responsible for a leadership role in the safe
evacuation of the buildings in partnership with the Security Department, Facilities
Department and administration. Elevators should not be utilized during evacuations.
When the alarm sounds, each faculty and staff member should see that all students
leave the building orderly, quietly, and quickly. Instructors shall have an attendance
sheet or roll call to account for their class. Security will ensure all offices and rooms are
clear before providing an all clear with return to the building. No one shall return to the
building until authorized.

Emergency Procedure Signage
Classrooms have posted emergency procedure instructions near doorways.

Building Access

The College uses measures to reasonably ensure the health, safety and welfare of its
internal community. As a result, it is important for the College to ensure, on a daily
basis, that those who come to campus have the authority to do so. The College fully
recognizes its status as a public entity and the need to provide access to its facilities to
those individuals and groups that are authorized by College administrators to use its
facilities.
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During the College’s hours of operations (except for emergency closures), Blue Ridge
CTC will be open to students, employees, authorized building occupants, and
contractors. The hours of operation and limited access to certain areas are subject to
change at the College’s discretion at any time. The College’s location hours of operation
generally are as follows:

o Main Campus (Headquarters)
Monday through Friday 7:30 AM — 10:00 PM
Saturday 7:30 AM — 3:30 PM
Closed Sunday

o Technology Center
Monday through Friday 7:30 AM — 10:00 PM
Saturday 7:30 AM - 6:00 PM
Closed Sunday

o Morgan County (Pines Opportunity Center)
Monday through Friday 8:00 AM — 4:30 PM
Closed Saturday and Sunday

Employee offices are for official business only. Guests of employees, including family
and friends, are not permitted to loiter in offices, pods or other areas of the College
buildings.

Access to restricted areas of the College campus may require students and employees to
show College-issued ID cards to gain admittance. Persons without a valid ID may not be

permitted admittance.

Delivery and service personnel are permitted in designated delivery/service areas or
other areas as authorized.

Minors in the Workplace

Minors in and around the College are a liability not only to the employee but also to other
employees, students, and visitors as well as to the College. The College’s administrative
procedure sets forth that minor children of employees should not be in the building while the
employee is working. The procedure provides instructions for employees who wish to seek an
advance approval of an exception from the supervisor and Vice President. The exception should
only be for circumstances when the employee has exhausted all other alternatives. If an
exception is approved, minor children of employees must be registered with the Security Office.
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Pets on Campus

The College’s administrative procedure provides that only service animals are permitted in any
building at any time. Service animals are authorized throughout campus at all times. No
domestic animal other than service animals may be on the College grounds at any time.
Animals required for College program participation with appropriate oversight by the pet’s
owner are exempt. Examples include Animal Care Nursing Assistant and Animal Care for the
Pet Owner courses. Security will enforce any violation in accordance with the County
Commission of Berkeley County West Virginia Management and Control of Dogs and Certain
Other Animals: 1° Amendment.

Public Communication

All official public and media partner communication activities (i.e., press releases) engaged in
by College employees and students for the purpose of promoting the College shall be
authorized in advance by the Office of the President or the Marketing department or designee.

Use of Official Blue Ridge CTC Symbols

The name of Blue Ridge CTC, the official seal, the motto, replicas and facsimiles of campus
buildings or any logo graphic representation of these symbols are all registered trademarks of
the Blue Ridge CTC. These symbols are of the exclusive use and official representation of the
College.

No person or organization may use the College name or other official symbols without the
express written consent of the President or his designee. Requests to use the registered
trademarks shall be communicated to Enrollment Management/Marketing who will make a
recommendation to the President. Specifically prohibited is the use of the College’s name or
other insignia in fundraising campaigns which have not been authorized by the President. In
general, no solicitations in the name of the College are permitted except those coordinated by
Enrollment Management/Marketing.

IT Computer Services

Technology is a key component of training, learning, and career readiness at the College. IT
Services is available on the main campus Monday through Thursday 8 am to 7 pm, and 8 am to
4 pm on Friday. The Technology Center IT Services’ hours are Monday through Thursday from 8
amto 7 pm, and 8 am to 4 pm on Friday. If you need assistance, please email
support@blueridgectc.edu utilizing a Request form for IT Services or call the IT help desk (HQ
ext. 2236 or TC ext. 2238). The IT webpage provides resources such as IT procedures and
wireless usage forms.
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Telephones

The College telephones are dedicated to official College business. All calls and forms of service
are billed to the College and paid from College funds. Employees are expected to use mobile
phones during non-work times for personal calls, but are not to be used while operating College
vehicles. Excessive or disruptive use of a mobile phone is prohibited and will be addressed by
the supervisor.

Each employee is responsible for any calls from the station/extension assigned to him or her.
The phone system records and stores the detail of every telephone call placed outside the

campus system.

Acceptable Use of Computer Equipment, Data, Programs and Information Security

Computer equipment, data or program owned, leased or otherwise provided by the College to
the employee are for conducting authorized College business. Use for personal benefit or gain
may be grounds for disciplinary action up to and including termination. De minimus personal
use may be permitted. Employees are encouraged to familiarize themselves with the IT
Acceptable Use and Data policies. All data/records created or maintained by employees on
College equipment have no guarantee of confidentiality and are the property of the College.

Intellectual Property

The College’s Intellectual Property administrative procedure provides guidance regarding
ownership, licensing, and commercialization of intellectual property created by employees
independently or with the support of the college. Intellectual property is all intellectual and
creative works that can be copyrighted, including, but not limited to, educational materials and
products, multimedia products, computer software and materials, research materials, and
online course packages. It does not cover traditional scholarly works such as literary or artistic
works or course lecture notes. The procedure provides definitions for institution-supported
work, independent works, grant-funded works, fair use, and copyright license; ownership rights
based on the nature of the works; publication and disclosure; rights agreement; and dispute
resolution.

Copyright Guidelines

The College’s Copyright administrative procedure provides guidance regarding the proper use
of copyrighted materials under the federal Copyright Act. The procedure balances property and
reasonably the rights of authors, composers, sponsors and College constituents. The procedure
also maintains and promotes academic freedom. Copyright is the exclusive right to reproduce,
distribute to the public (by sale, rental, or other method), perform, publicly display, revise, or
prepare a derivative work from a product for artistic or intellectual effort, or to authorize
another to perform any of these actions; also, the procedure by which one legally secures this
right. Copyright exists from the time of creation and the length of time of protection depends
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on the nature of the work and when it was copyrighted. The procedure sets forth College
guidelines to comply with Copyright law, TEACH Act provisions, institutional pledges, and
copyright notices. Faculty should reference the administrative procedure appendices “Four
Fair use Factors” and “Fair Use Checklist” in order to deem use of material as appropriate.

Plagiarism

The College utilizes a plagiarism detection tool, Turnltln, for faculty and students to help
preserve the academic integrity of student work in courses.

When students submit documents to Turnltin, their work is checked against current and
archived web content, electronic research databases, and the standard student repository. An
Originality Report is generated for both students and instructors to see which areas of a
document are similar to other resources and academic literature. Faculty should set a standard
for acceptable similarity on assignments (e.g. 5% or 10%).

Faculty have two options for using Turnltin: (1) the Turnltin.com website or (2) the Turnltin
Tool within your Blackboard course site. Faculty may find more information by visiting the
College’s Turnltin Help for Faculty webpage.

College (State) Property Use

An employee may use College stationery, motor vehicles, or other equipment only in
conducting official business. It is a criminal offense for an employee to remove state property
when leaving the service of the College. Employees are to turn in all College property including
keys, access cards, purchasing cards, books, office supplies, furniture, equipment, paper, etc.
upon termination of state employment. Blue Ridge CTC reserves the right to request the return
of College-issued uniforms as applicable.

Travel

A. Travel Regulations and Procedures

Travel regulations and reimbursements are governed by the Accounts Payable and P-
Card department of the Finance/Business Office. The Finance Office should be
consulted for up-to-date details on travel regulations and requirements. Employees
who travel in connection with the regular performance of their duties are entitled to
reimbursement for their expenses as provided for in the WV travel regulations and the
College’s Travel Rule.

Employees who file travel requests and authorizations for field trips must submit a list of
students going on the trip. This list is filed with the request when submitted to the Vice
President. Faculty should advise students to make arrangements with their instructors
to be excused from other classes for field trips.
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Planning for travel to attend a professional development activity shall be in accordance
with state and college regulations. If funds are available, faculty and administrators may
plan to attend only national meetings related to his or her field of work. Academic and
administrative personnel may attend as many professional meetings within the state as
funds permit and take an active role in support of the planned activities sponsored by
the different groups. Expenses incurred attending state meetings, as well as out-of-
state meetings, will be charged to the respective unit budget.

The travel settlement form will be utilized for all settlement of and reimbursement for
travel expenses. The form used must show the detail of expenses incurred day by day
and summarized day by day by category as provided for on the form. Original itemized
receipts, other than for meals which are reimbursed on a per diem basis, must
accompany the report and must include all lodging receipts, whether paid by the
employee or charged on the P-card. The purpose of any travel will be defined on the
report and such purpose will be sufficient to allow for a review of the necessity of such
travel. As no employee, except organization managers, may approve his or her own
expense account, all expense accounts must be signed by the employee and approved
by the organization manager or designee. Approval indicates that expenses submitted
for reimbursement have been reviewed and found to comply with state policies
regarding authorized travel expenses.

Employees shall be responsible for turning in all travel expenses and receipts to their
agency business office within 15 days after the last day of approved travel.

Travel Authorization

Prior to travel:

1) Traveler completes a Travel Authorization form as soon as possible within the
current fiscal year. Employees are not to make travel arrangements for travel
before receiving approval from the Finance Office.

2) The traveler initials, then saves the document, and attaches the completed “Travel
Authorization Form” in an email to the organization manager responsible for funds
to pay for the travel.

3) The organization manager inserts Fund, Organization, and Account and electronically
authorizes the Travel Authorization form. The organization manager then saves and
submits via email to the Travel Coordinator at travel@blueridgectc.edu for approval.
The email must come from the organization manager to confirm the approval.

4) Finance/Budget Office
a) The Travel Coordinator reviews, makes any necessary corrections, and approves

electronically.
b) Approved “Travel Authorization Forms” are sent back to the traveler and
organization manager
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c) Unapproved “Travel Authorization Forms” are sent back to the traveler and
organization manager for further information, budget change requests and/or
corrections.

5) Traveler may begin to make travel arrangements based on approved Travel
Authorization Forms.
6) Traveler goes to event.

C. After Travel

1) Traveler completes a Travel Settlement as soon as possible after return (but no later
than 15 days).
a) Include original receipts and itemized for any reimbursable expenses. Meal

receipts are not required.

b) Include copies of any expenses charged to the P-Card.

2) Traveler prints out Travel Settlement form, signs and submits to the organization
manager for approval.

3) The organization manager will then sign and submit to the Finance Office for
reimbursement.

4) The Finance Office will then review Travel Settlement Form and documentation and
process.

College (State) Owned Vehicles

College-owned vehicles are to be used exclusively for business purposes and must be approved
in advance via a travel authorization form or vehicle request form (only used if no travel
authorization is required/completed) by the fleet administrator. It is the responsibility of the
driver to follow all regulations pertaining to the use of the vehicle, to ensure that the use of the
state vehicle is properly authorized and the passengers are all “agents” or employees of the
state.

Texting while operating a state vehicle is strictly prohibited. Hands-free devices are permitted.

The Finance/Business Office is responsible for overseeing the use of vehicles, maintaining
records and providing copies of regulations pertaining to the use of the vehicles.

Prior to use of a state vehicle or any travel, employees are encouraged to review the College’s
Travel Rule.

Vehicle Accident Insurance
The College obtains insurance coverage through WV Board of Risk and Insurance Management

(BRIM). The following information is intended to summarize how different types of vehiclesare
addressed by the State's automobile insurance coverage.
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e State Owned or Leased Vehicles
BRIM auto policy provides primary coverage for liability and physical damage
claims. The agency is responsible for paying the first $1,000 of any claim for physical
damage to an insured vehicle caused by a collision or comprehensive cause of loss.

e RentalVehicles Paid For by the State and Being Used in the Course and Scope of State
Business
BRIM auto policy provides primary coverage for liabilityand physical damage claims.
The agency is responsible for paying the first $1,000 of any claim for physical damage
to an insured vehicle caused by a collision or comprehensive cause of loss.

e Personal Autos Used in the Course and Scope of State Business
The vehicle owner's personal insurance coverage is primary for liability insurance
coverage. BRIM will provide $1,000,000 excess liability coverage for additional
protection to the State employee using his or her own vehicle in the course of State
business. Being excess, BRIM's coverage will come into play after the vehicle owner's
coverage is exhausted.

BRIM does not provide coverage that will pay for damage to a personal auto regardless of
the cause. Further, BRIM will not pay the owner’s physical damage deductible.

Employees should contact their personal vehicle insurer to discuss the coverage
available to them when using their personal vehicle on State business.

Protection of Private Information

Private information is information protected under College policies, state law, or federal
statutes. Applicable examples include, but are not limited to: certain financial information,
certain employee and student information, employee patient information and histories, donor
histories and related information and mailing lists. All employees and students are responsible
for protecting the privacy of such information. Protection means not disclosing, copying, or
disseminating information without authorization. All documents containing private information
must be properly maintained and disposed of in accordance with the College’s Record
Retention Rule and General Retention Schedule procedure.

Unauthorized release, access, possession or viewing of the information specified may result in
disciplinary action or prosecution under state and federal statutes or both.

The Hatch Act restricts the political activity of individuals principally employed by state, county
or municipal executive agencies who work in connection with programs financed in whole or in
part by federal loans or grants. An officer or employee of a state or local agency is covered by
the Hatch Act, if he or she has duties in connection with an activity funded in whole or in part
by federal funds.
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Concessions and Solicitation of Funds

All solicitations and selling of products and articles on property under the jurisdiction of Blue
Ridge CTC is prohibited except by organizations and groups directly connected with and
recognized by the College with the approval of The President or his/her designee.

No individual, firm, group, organization, or other agency may use the name of Blue Ridge CTC to
secure funds for any purpose, by any means, without the express consent of the College’s
President.

No employee may participate in the solicitation of funds by sales or through donations, stated
or implied, utilizing the name of the College without permission from The President. This
restriction applies to on and off campus activities.

Political Activity by Employees

Procedures regarding political activity are based on the degree of involvement required by the
office sought. At the municipal or county level, where elective offices by nature and by law
require only part-time attention, an employee may seek and serve without adjustment to one’s
position and without taking a leave of absence. An employee must, however, make
arrangements with his/her supervisor to make sure all responsibilities to the College are met.

If an employee wishes to participate in a primary or general election as a candidate for public
office which is a full-time municipal or county office, or full-time or part-time state or federal
office, he/she must seek a leave of absence without pay from the College. If not elected, the

employee will be reinstated after the election.

While on personal time, an employee is permitted to campaign for a candidate in a municipal,
county, state, or federal election. Employees are also permitted to make contact with elected
representatives. An employee may not campaign while on work time and must make it clear
that he/she is not representing the College or the West Virginia Community and Technical
College System when campaigning for themselves or any candidate.

The WV Ethics Act at WV Code §6B2-5(b)(1) prohibits the use or expenditure of any public
resources to solicit campaign contributions or use public resources to endorse political
candidates. This includes College telephones and e-mail accounts.

College Titles
The use of College titles in affairs not directly related to College business may not be used

unless it is made clear that the title is being used for identification only and it does not imply
College involvement or endorsement.
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Alcohol and Drug-free Workplace

The purpose of the Drug-Free Workplace & Drugs and Alcohol on Campus Rule is to assure
compliance with the Drug- Free Schools and Communities Act of 1989 and the Drug-Free Work
Place Act of 1988. The Rule applies to the entire College community, including students, faculty,
staff and visitors to any of the locations.

The unlawful manufacture, distribution, dispensing, possession or use of illicit drugs and
unauthorized use of alcohol on Blue Ridge CTC owned or leased property or as a part of any
College activity is prohibited. It is prohibited to come to work, class or any College-sponsored
function under the influence of alcohol or illicit drugs.

Consistent with College, local, state and federal laws, the College will impose disciplinary
sanctions for violation of the standards of conduct outlined above and prohibited in the Drug-
Free Schools and Communities laws. Violations could result in expulsion from school,
termination of employment and/or referral to law enforcement agencies. Federal trafficking
penalties include substantial fines and imprisonment up to life. WV law provides for penalties
dependent on the classification of the substance, the activity involved and other convictions.
The most severe penalties are for possession with intent to sell.

The College has contracted with EastRidge Health System for all mental health and substance
abuse needs. These services are available for students, faculty and staff. For staff and faculty,
the first three sessions are at no cost. Additional sessions are subject to charges and the
employee’s medical insurance plan, if applicable. Employees may call EastRidge directly at 304-
263-8954 or contact the Office of Human Resources for more information.

Each new employee will receive a copy of the Rule as part of the new hire paperwork process.
Receipt of the Rule shows that the employee:

e Has received a copy of the Rule;

e Agrees to abide by the terms of the Rule;

e Understands that under federal law and as a condition of employment, if the employee
is convicted for violation in the workplace of any criminal drug statue, he or she must
report said conviction to his or her supervisor and the Head of Human Resources no
later than five days after such conviction.

Tobacco-free Campus

The Tobacco-Free Campus Rule sets forth guidelines for a tobacco-free campus. Tobacco
product use is prohibited at all College locations. Tobacco products include traditional
cigarettes, e-cigarettes, chew, pipes, cigars, hookah or waterpipe smoking, snus, snuff, and any
other nicotine product.

82


http://www.blueridgectc.edu/wordpress/wp-content/uploads/2014/04/Rule-14.2-Drug-Free-Workplace-Drugs-and-Alcohol-On-Campus.pdf
http://www.gpo.gov/fdsys/pkg/USCODE-2009-title41/pdf/USCODE-2009-title41-chap10.pdf
http://www.gpo.gov/fdsys/pkg/USCODE-2009-title41/pdf/USCODE-2009-title41-chap10.pdf
http://www.blueridgectc.edu/wordpress/wp-content/uploads/2012/08/Rule-14.1-Tobacco-Free-Campus.pdf

Dangerous Weapons

In order to provide a safe and secure work and learning environment for all members of the
College community, no person may possess or carry any firearm or other dangerous weapon
upon the premises of Blue Ridge CTC or upon those premises controlled by the College, unless
such person is a law enforcement office or he or she has the express written permission of the
President. This prohibition applies whether or not a person is licensed to carry a concealed
deadly weapon in accordance with the provisions of state law. The College’s enforcement of
the ban on dangerous weapons is in accordance with the provisions of West Virginia Code
Section 61-7-14 and 61-7-2.

The term “dangerous weapon” includes, but is not limited to, firearms; knives other than
folding pocket knives with blades three and one half inches long or less, or those being used for
food preparation; bladed weapons such as swords, razors or arrows; ammunition; explosives or
explosive devices; nunchucks; and throwing devices with sharp or pointed edges.

Violations will be grounds for discipline of the offender, including immediate suspension and/or
prosecution under the appropriate state law, and impositions of penalties or sanctions up to
and including suspension, expulsion or termination.

Persons not authorized under the terms of this policy who are found to be in violation will be
considered trespassers and will be asked to leave the premises.

Campus Electronic Bulletin Boards

Campus electronic bulletin boards are regulated by the Marketing department. Any requests
for displayed content must meet the requirements of Marketing for display and shall be related
to College business.

Workplace Injury

Employees should also review the Worker’s Compensation information located within the
Employee Benefits section.

e On-the-Job Injury
Employees are required to report any on the job injury immediately to his or her
supervisor and within 24 hours to the Office of Human Resources. This includes injuries
that may not require immediate medical attention. Employees are required to
complete the incident report form.

e Fitness for Duty
Employees who seek medical attention for a workplace injury must provide a return to
work release from the licensed medical provider prior to returning to work. The release
should provide details as to any work restrictions based on the employee’s schedule and
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essential functions of the job. The College has a modified work duty program to
accommodate on-the-job injuries that align with the licensed medical provider’s
expectations.

Ethics

The College’s Ethics Rule reiterates unlawful certain activities by employees as set forth in the
WV Ethics Act - WV Code Chapter 6B. The Rule provides guidance on solicitation of gifts, use of
public office for private gain, interest in public contracts, and additional permissible activity.

The Ethics Act states that public employees may not solicit a gift, unless it is for a charitable
purpose from which they and their immediate family members derive no direct personal
benefit. Employees may not directly solicit a subordinate for any gift - not even a gift for a
charitable purpose. The Act’s prohibition against solicitation of gifts does not apply to
solicitation of political contributions. However, WV Code 3-8-12(h) dealing with the regulation
and control of elections provides no person shall solicit any [political] contribution from any
non-elective salaried employee of the state government or of any of its subdivisions.

Employees are encouraged to review the Guide to the West Virginia Ethics Act for more
comprehensive ethical considerations.

Emergency Closure Communications, Work and Pay Guidelines

Notifications for all emergency closures are announced via the College’s emergency alert
system, E2CAMPUS, which provides email and text message notifications for College closings
and other emergency situations. All employees are highly encouraged to enroll with a few easy
steps. To opt in, text the word “safety” to #79516 or visit the Safety & Security webpage for
online enrollment. Due to expiration settings, employees will need to refresh their enroliment
biennially.

In addition to the alert system, emergency closure communications are posted to the College’s
website and shared with media as early as possible (presumably 6:30 AM). A media list can be
found on the College’s Safety and Security website.

If a delay is necessary, classes will begin at 11:00 AM. If the College is operating on a delayed
opening of 11:00 AM and conditions worsen, the decision to close will be made by 9:00 AM.
Announcement concerning evening closures will be communicated by 4:30 PM.

Emergency closures may affect one, multiple or all campus locations, as circumstances and
weather situations can vary widely across the college’s service area. A closure for one location
does not necessarily imply or require a closure for another. The E2Campus alert system will
specify what locations are included in the closure.
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Employees should follow instructions regarding reporting to work based on their “primary work
location.” For example, an employee who offices or whose primary work location is the
headquarters building on Apple Harvest Drive in Martinsburg, WV would report to work per the
normal schedule if a delayed opening is announced only for Morgan County at the Morgan
County Center (Pines Opportunity Center) in Berkeley Springs, WV.

In the event that inclement weather causes difficult driving conditions but the College does not
issue an emergency closure, employees are expected to report for their normal work schedule.
Employees concerned about commuting to and from work should use discretion and judgment
with their safety in mind. Employees who advise their supervisor of the inability to travel to
work due to inclement weather should use annual leave as a substitute for their work schedule.

Employees should review the information provided in the Emergency Closure Work and Pay
Guidelines regarding when to report to work and pay impact. As a general rule during the
period of closing, operations cease at the College or College location. Therefore, all classes and
activities are cancelled during the period of closure.

Confidentiality

e Family Educational Rights and Privacy Act Confidentiality and Release of Information

FERPA (sometimes called the Buckley Amendment) of 1974 regulates the release of
academic records for students. Student educational records are considered confidential and
may not be released without the written consent of the student. College employees may
have access to academic records for legitimate “educational” purpose. College employees
have a responsibility to protect any educational records in his or her possession.
Educational records also contain information such as grades, class schedules, social security
numbers, and any other personally identifiable characteristics. Educational records are not
necessarily always on paper. Records could be a computer screen display, notes or emails
employees have made referencing individual students, a computer printout, a class list or
an official document such as a class schedule or class roster.

Employees shall never give information to any person (this includes parents, spouse,
children, grandparents or agency (either on the phone or in person)) about the student's
whereabouts, class schedule, grades, etc. Even in an emergency situation (including law
enforcement), employees are to take the information directly to the student and not
provide information to any party in person or on the phone. All information belongs to the
student. Any employee with access to Banner, the College’s student system of record, must
be cognizant of FERPA rights and responsibilities.

e Heath Insurance Portability and Accountability Act (HIPAA)

HIPAA controls how a health plan or covered health care provider discloses protected
health information to an employer, including a manager or supervisor.
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Employment Records

The law does not protect an employee’s records such as that in the personnel file, even if
the information in those records is health-related. Generally, the law also does not apply to
the actions of an employer, including the actions of a manager in your workplace.

Requests from the College

The law does not prevent a supervisor, human resources worker or others from asking an
employee for a doctor’s note or other information about health if the College needs the
information to administer sick leave, FMLA, workers’ compensation, wellness programs, or
health insurance.

However, if the College asks an employee’s health care provider for information, the
provider cannot disclose this information in response without your authorization. Covered
health care providers must have an employee’s authorization to disclose health-related
information to the College, unless other laws require them to disclose it.

Generally, the law applies to disclosures made by the health care provider, not to the
guestions of the College.

The Office of Human Resources maintains benefits files separate from the personnel files
for HIPAA purposes. However, items may be admissible to the personnel file if in
accordance with HIPAA and other applicable laws as it relates to employment records and
decisions.

Freedom of Information Act

The West Virginia Freedom of Information Act (WVFOIA) (W.Va. Code §29B-1) is a state law
that allows any person to inspect, view or copy any public record that is prepared, owned and
maintained by a public body. As a public entity, the College will respond to all requests for
public records made pursuant to WVFOIA in accordance with its obligations under the law.

Some records in the possession of the College are specifically exempt from disclosure under
WVEFOIA.

All College employees are obligated to comply with the directives of the WVFOIA Officer per the
College’s West Virginia Freedom of Information Act Rule.

The College’s WVFOIA Officer and Custodian is the VP of Enrollment Management. The
responsibility for interpretation of the College’s Rule rests solely with the Office of the
President. Additional information on the application of the College’s Rule and responding to a
FOIA request can be found within the WVFOIA Administrative Procedure.
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Payroll Direct Deposit and WV Pay Card

Employee are encouraged to sign up for direct deposit upon hire. Deposits can be divided
among several financial institutions and accounts. A voided check or official documentation
from the financial institution is required. Changes to direct deposit information can be made at
any time.

As an alternative to direct deposit, the State of WV offers a WV Pay Card operating the same
way as a traditional debit card. The Pay Card account is established by Citi® Prepaid Services
and at no cost to the employee or state taxpayers. The card offers flexible and immediate
access to the employee’s pay at any ATM or financial institution that displays the Visa logo.
Complete details on the Pay Card program can be found on the WV Pay Card website.

Americans with Disabilities Act (ADA)

The College will consider reasonable accommodations for persons with disabilities in
accordance with the Americans with Disabilities Act, the West Virginia Human Rights Act, the
Federal Rehabilitation Act of 1973, and the College’s Affirmative Action Plan.

e Eligibility

In order to meet eligibility requirements, an employee must be able to show disability and
need reasonable accommodation in order to fulfill the essential functions of his or her
position.

e Procedure

Employees must submit a Reasonable Accommodation Request form and an Americans
with Disabilities (ADA) Medical Documentation Form & Physician’s Statement to the Office
of Human Resources.

e Process

The College is committed to providing reasonable accommodation for employees with
disabilities based upon medical assessment of the person’s capabilities to perform the
essential functions of the job.

However, if reasonable accommodation is not possible within the provisions of the law for
his/her position, the College may consider the individual for referral to other positions for
which he/she applies and may otherwise qualify. However, the ADA does not excuse an
employee from failing to perform the essential functions of his or her position.

Reasonable accommodation requests for employees with disabilities could involve initial

input by, but not limited to, the VP of Human Resources, and/or the individual’s physician,
direct supervisor and the employee.
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The College will follow applicable Federal and State guidelines and statutes as they relate to
reasonable accommodation of employees with disabilities and their capabilities to perform
essential job duties. A thorough review of the pertinent employability information including,
but not limited to, the medical history, position description, and a functional capability
report will be conducted. Resulting proposed accommodations must be reviewed and
authorized by the VP of Human Resources, prior to implementation.

The College will analyze and respond to each medical situation on a case-by case basis using
the most current evidence available.

The College respects the confidentiality of an individual’s medical condition and will make
an effort to ensure that the condition of the employee will remain confidential, unless the
employee requests that the information regarding his/her medical condition be released to
others. Nothing in this statement is to be read as vesting an employee with broader rights
than otherwise exist under the law.

e Duration
To be determined based on the Medical Inquiry Form.

e Continuation of Work

As long as an employee maintains adequate performance of essential job duties, and the
medical evidence indicates there is no health or safety risk to the employee, other
employees or the public, the College will attempt to provide an environment that will allow
the employee to continue working.

Emeritus Status

The title emeritus may be conferred upon members of the professional staff within one year
after regular retirement upon action by the President. Such title does not, however,
automatically entitle its bearer access to College resources, but emeriti may be granted limited
use of such resources upon approval of the President. To be eligible for appointment to
emeritus status, retiring faculty and staff must have completed a least a total of 10 years of
service at Blue Ridge CTC.

Consulting Affiliated with College Position

The College encourages personnel to serve as consultants to area school systems, industries,
and organizations. Naturally, the employee’s responsibilities to the College will take
precedence over requests from others for services, but if satisfactory arrangements can be
made and approved by the employee’s supervisors, the individual is encouraged to accept a
request from a party desiring specified services.

The employee who accepts an invitation to serve as a consultant with supervisory approval will
not receive a reduction in salary for the period of absence from work. For this reason, any
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person serving as a consultant while in the employment of the College is requested not to
accept a payment for services. One exception to this policy will be if the requesting agency is
willing to pay expenses for mileage, meals, and lodging. Then, the employee is encouraged to
accept such payments, thus realizing a savings of College funds.

Requests for other exceptions to this policy should be directed to the employee’s respective
Vice President who will make a recommendation to the President for consideration. Extra
compensation for teaching off-campus classes or classes outside the regular workday (non-
faculty personnel) is not subject to this policy nor are assignments accepted by employees on
annual leave. All such outside employment must have the prior approval of the President

External Employment
All full-time regular College employees have a responsibility to report all external employment

and entrepreneurship during the course of their employment and prior to any secondary
employment to ensure compliance with the WV Governmental Ethics Act.

On an annual basis, all employees must complete and submit an External Employment &
Entrepreneurship Reporting Form to report if they have any activity covered by the Ethics Act
for review and approval by the President. Forms are to be submitted to the Office of Human
Resources.

Fundraising & Gifts to the College

e Fundraising

The College has granted permission to the Blue Ridge CTC Foundation for solicitations of
donations in the name of the College. The purposes of solicitation and uses of the funds so
collected are established by the College. All other solicitations, explicit or implied, in any
announcement, advertisement, publication, or report of any other agency using the name
of Blue Ridge CTC are strictly prohibited.

Any need for external solicitation of funds should be referred to the President. All fund-
raising activities on behalf of the College must have prior authorization of the President.

e Gifts to the College
Whenever a gift is offered to the College (or any of its organizational units) by an external
donor, the President should be consulted. The President, in consultation with appropriate
Vice President, will determine:

o if the gift should be accepted;

o towhom the gift should be directed (the College/Foundation); and

o the legal and financial implications and consequences in accepting the gift. Only

the President can authorize the acceptance of a gift to the College.
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Garnishments including Levy

The College is required by law to comply with levies and/or garnishments. The Office of Human
Resources will notify an employee when a levy or garnishment has been received. It is up to the
employee to take any necessary steps to complete the required information as indicated on the
levy or garnishment. The College shall not stop deduction for a garnishment or levy without
written dismissal of the levy or garnishment from the issuing party.

Medical Records

All employee medical records required to be provided by the employee are maintained in a
secure and confidential location separate from the personnel file with access only by the Office
of Human Resources.

Personnel File

The College maintains personnel files for each employee. Personnel files are maintained in the
Office of Human Resources and the official custodian of these records is the Human Resources
Representative. An employee may have access to his/her personnel file during normal business
hours. Each faculty employee personnel file will include official verification of the educational
qualifications from a regionally-accredited institution and a personnel record on forms provided
by the College.

An employee may examine his/her own file and the contents therein with the following
exception: Materials which were gathered with the employee’s prior agreement to forfeit
his/her right of access.

To maintain confidentiality of employee personnel records, no individual, private or public
agency external to the College will be permitted access to any employee’s personnel file and
information without the express written consent of the individual employee concerned, with
the following exceptions:

e Information will be voluntarily provided to federal or state agencies responding to
written requests when: the agency has jurisdiction to make the particular inquiry; the
information being sought is obtainable by subpoena; and the appropriate College
officials are satisfied that the information being sought is actually pertinent to the
agency’s inquiry.

e Information is being requested by legal subpoena or other requirements by law or court
order.

College supervisors, managers and officials will have access to an employee personnel file on a

need-to-know basis. All persons examining a file on a need-to-know basis must treat the
contents of the file as confidential, unless under a legal subpoena.

90



A representative of the custodian of records shall be present with the employee during the
review. The date, time and location of each review shall be recorded in the personnel file.

A copy of any material in the personnel file, except as noted above, shall be provided to an
employee upon request. Positive identification of the employee must be established prior to
providing access to the personnel file. Documents may not be removed from a personnel file by
the employee. An employee may petition at any time for either the removal or addition of
documents to his/her own personnel file. The employer may require that employees schedule
an appointment to see the personnel file.

All employees hired subsequent to November 6, 1986, must have completed an Employment
Eligibility Verification Form (1-9). In compliance with federal law, the College requires the Office
of Human Resources to assure completion of the form published by U.S. Citizenship and
Immigration Services. The Office of Human Resources will conduct the employee review and
verification. The Form I-9 is maintained separate from the personnel file. The college
participates in E-Verify, an internet-based system that allows the College to determine the
eligibility of employees to work in the United States.

Notification of Changes in Personnel Information

It is the exclusive responsibility of each employee to report promptly changes in personal data
which impact personnel actions. Information is to be reported to all appropriate persons,
agencies, and parties. Examples of information updates which should be reported immediately
to the Office of Human Resources are changes in address, name, state or number of
dependents, marital status, change in direct deposit accounts and the individual to be notified
in case of emergency. Notification must be in writing, and a copy of such notification will be
placed in the employee’s personnel file as a permanent record that notification was made. It is
also the responsibility of the employee to provide official copies of transcripts or records
certifying the award of additional educational diploma, degrees, graduate credits and
certifications. These records should be sent to the Office of Human Resources for inclusion in
the employee’s personnel file.

Faculty Development
e Professional Development

The College provides an annual pool of monies at the President’s discretion for faculty
professional development. Full-time and part-time faculty are eligible to apply contingent
upon funding availability. Professional development activities include off-campus training
such as conferences, conventions, workshops, and seminars. Professional development also
pertains to online activities such as web conferences or trainings. These activities should be
focused on developing skills and competencies required for the employee to perform their
job or enhance the employee’s career and/or career goals. In order to qualify for
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professional development funding, the activity must align with business needs and be
applicable to the applicant’s position.

Individual faculty development awards are based on the number of applicants who apply
(not to exceed $1,000 per individual per year) and pool of monies. Faculty employees
should review the Professional Development Funding Procedure and Application on the
Human Resources’ Forms and Worksheets webpage for the process for acquiring funding
approval. All applications are submitted for approval to the Faculty Development
Committee and The President. The deadline for applications is April 1. Late applications
will not be accepted.

e Tuition Reimbursement

The College provides an annual pool of monies at the President’s discretion for full-time
faculty tuition reimbursement. Employees are eligible to receive up to a $1,000 per
semester cap consistent with the professional development funding procedure and
contingent upon funding availability. Faculty employees should review the Faculty Tuition
Reimbursement Administrative Procedure for guidelines and eligible expenses.

Required documentation includes the faculty request for reimbursement form located on
the HR Forms and Worksheets webpage, proof of registration and receipt for reimbursable
expenses, and successful completion documentation (official or unofficial transcript). It is
the responsibility of the employee to submit the required forms and documentation at or
before the required timeline. Applications must be received prior to the start of the course
work and prior to the application deadlines: August 1* for Fall semester; December 1° for
Spring semester; April 1% for Summer semester. Late applications will not be accepted.

Failure to complete or provide documentation may result in the denial or delay of
approval/funding.

Red Flag (Identity Theft)

The College will properly dispose of consumer report information and provide information to
victims of identity theft. The College will properly handle notice of identity theft and respond to
any notification received of identity theft to prevent refurnishing blocked information.

The College will comply with the Higher Education Opportunity Act and all current Federal
regulations regarding sharing information with affiliates and provide an oral, written, or
electronic notice when a possible flag has been set. The College will also comply with the
guidelines adopted by the federal banking agencies, and the Federal Trade Commission for use
when furnishing information to a credit reporting agency regarding the accuracy and integrity
of the information relating to the consumer that such entities furnish to credit reporting
agencies. The College will provide notice to students and affiliates regarding negative and/or
compromised information and take appropriate action when receiving a notice of discrepancy
in the consumer’s address.
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Reference Requests & Verifications of Employment

The College does not provide references for current or past employees. Individuals may request
another employee and/or supervisor provide an individual reference, but the individual is not
to represent the College if he or she chooses to respond. Employees are asked to forward all
reference requests fielded in their professional capacity to the Office of Human Resources.

All requests for employment verification should be requested in writing and directed to the
Office of Human Resources. For the protection of College employees, salary information and
employment status will not be released via the telephone. The Office of Human Resources
verifies employment in writing to include: date(s) of employment, title and current or ending
salary. Additional information may be requested in writing with the employee’s authorization
and with subsequent approval of the VP of Human Resources. The Office of Human Resources
complies with governmental background checks and subpoenas of current or past employees to
the extent required by law.

Volunteering

College employees are not eligible to donate time to the College based on wage and hour laws.
The College does not have a volunteer program for those not employed with the College.
However, internship opportunities (or similarly-situated opportunities for educational
purposes) at the College may be made available with the approval of the appropriate Vice
President.

Grants and Contracts
The College strongly encourages faculty and staff to apply for grants and outside funding to
pursue the basic educational mission of the College. The following should govern such
submissions:
A. Those grant proposals which require College approval should be processed according to
the following steps:

1) The grant proposal should be discussed with the Dean/Director and Vice President in
that area. The draft of a budget should be discussed with the Dean/Director, Vice
President and CFO or President and always prior to any commitment of the College.
The College sets overhead rates annually. Those organizations or agencies not
paying overhead rates should be identified by the CFO.

2) The CFO shall review all funding and College data submitted in the proposal for
accuracy of the same. The President shall review and sign off, and in the absence of
the President, the President’s designee shall review and approve.

3) The President shall sign off on behalf of the College. The decision of the President is
final except in cases where such proposals are based on new curricula. In that case
the degree program requires final approval of the Board of Governors.
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Board of Governors’ Rules

The term “rule” as defined in WV Code §18B-1-6(c): (a)"Rule" means any regulation, guideline,
directive, standard, statement of policy or interpretation of general application which has
institution-wide effect or which affects the rights, privileges or interests of employees, students
or citizens. Any regulation, guideline, directive, standard, statement of policy or interpretation
of general application that meets this definition is a rule for the purposes of this section. (b)
Regulations, guidelines or policies established for individual units, divisions, departments or
schools of the institution, which deal solely with the internal management or responsibilities of
a single unit, division, department or school or with academic curricular policies that do not
constitute a mission change for the institution, are excluded from this subsection, except for
the requirements relating to posting.

The term “administrative procedure” and/or “departmental policy” means any regulation,
guideline, directive, standard, or statement of policy or interpretation of future effect that does
not qualify as a “rule.” Administrative procedures and departmental policies do not require
approval of the Board.

Adoption, Amendment, and Repeal of Rules as set forth in WVCCTCE Title 135, Series 4:

The Board shall approve a notice of proposed rulemaking or a notice of revised rulemaking
prior to the drafting or revision of such rule. A rule shall be brought to the Board for final
approval after the appropriate notice and comment period requirements have been met.

The Board may also approve emergency rule before the normal notice and comment period. A
rule approved as an emergency must be approved, following the normal procedures, within 3
months of its emergency approval or it shall expire.

The Board authorizes the president and/or designee(s) to make modifications to a proposed
rule in response to comments. Comments or a summary of the comments and responses to
those comments will be included with the proposed rule in the agenda for the Board meeting in
which it is to be approved. Notification to constituencies and the public may be accomplished
by publication of the comments, responses, and any modified rule in the Board’s meeting
agenda or direct notification to the individuals.

The Board will approve rules in a manner consistent with all applicable laws, rule, and
procedures of the State of WV and all relevant governing authorities.

The following individuals shall be notified of a “request for comment” on a proposed rule: The
president, executive staff, classified staff chair, faculty council chair, student representative,
and chancellor of the Community and Technical College System. Paper copies of all rules and
proposed rules will be maintained by the Office of the President. Electronic copies of all rules
and proposed rules will be available on the Board of Governors webpage.
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All rules approved by the Board of Governors remain in effect until amended or repealed.

INSTRUCTIONAL ADMINISTRATION

Schedule

A. Schedule of Classes
The schedule of classes for each semester and summer session is recommended by the
Program Coordinators, Deans, and Vice Presidents and submitted to the President and
the Registrar. It is the duty of the Registrar to see that a workable master schedule of all
classes is prepared from these recommendations. The schedule of classes for any
regular semester includes a listing of planned course offerings for the following regular
semester.

Schedules are duplicated and entered on the website well in advance of each semester
or summer session. They are distributed and posted by the Registrar’s Office. Changes
after the schedule is circulated to the public are made only in unusual circumstances by
authorization of the Registrar.

B. Class Periods
The normal class period is 75 minutes twice weekly or once per week for 150 minutes.
All classes should begin on time and end promptly. Any change in time and place set for
the class meeting must be approved by the Program Coordinators, Deans, and Vice
Presidents.

C. Class Enrollment
Classes which do not meet minimum enrollment requirements are subject to
cancellation. With the approval of the President small classes may be scheduled in the
event of special circumstances. It may be necessary to adjust an adjunct faculty
member’s pay scale to reflect a smaller class size below a headcount of 10.

D. Classroom Assignments
Classes are assigned in buildings and rooms by Blue Ridge CTC Enrollment Management
Office based upon recommendations of the Vice President, Dean, or Program
Coordinator and with the approval of the President.

If after registration is completed, and the classroom assigned for any class is insufficient

in size or necessary equipment, the instructor should request a change in classroom
from the Dean or Vice President in conjunction with Enrollment Management Office.
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E. Final Examinations
Final Examinations are to be given at the end of each semester and summer term. The
final day or days of each term are reserved for this purpose. Final examinations are to
be administered at the published time unless prior approval from the President has
been granted.

F. Syllabus Checklist
A course syllabus is to be provided to each student, at the beginning of the semester in
which the course is held, for each course taught by a faculty member. The syllabus is a
contract between the faculty member and the student.

Instructors shall utilize the course syllabus template located on the College’s
Customizable Resources webpage to customize their syllabus to include the required
information. The instructor will provide a file copy of the current syllabus to the College
and his or her School/Division/Department prior to the start of each semester.

Grading

A. Grading System
The following uniform grading system has been adopted for all state colleges.

A - Superior P - Pass

B - Good | - Incomplete

C - Average IF - Failure due to irregular

D - Below Average withdrawal from school or a single class
F - Failure

lll,ll

No grade, except given by an instructor may be changed following the report of the
grade to the Registrar except under Grade Appeal procedures or when the instructor
initiates an appeal because a mistake was made in computing or recording the grade. In
the latter case, the instructor concerned is asked to address the request for the change
in writing to the Registrar. Any adjustment of a final grade shall be subject to review of
the President.

An exception to the above is the appeal to the Enrollment Management Office to
change a grade to W. This committee is authorized to change these grades upon appeal
by a student or instructor. The chair of the committee should submit the grade change
in writing to the Registrar.

A grade of incomplete may be given to a student who has satisfactorily completed most
of the requirements for a course but because of illness or other extenuating
circumstances has not completed all of said requirements. All incomplete grades shall
be entered into Bridge by the instructor during the regular grade submission process.
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When work has been completed, an appropriate grade is submitted to the Registrar via
the Change of Grade form.

Incomplete grades issued during the fall semester must be made up 10 days prior to the
date final grades are due for the following spring semester. Incomplete grades issued
during the spring semester must be made up 10 days prior to the day final grades are
due for the fall semester. Incomplete grades issued during the summer session must be
made up 10 days prior to the date final grades are due for the following fall semester. If
the incomplete is not made up according to this schedule, it automatically becomes an
“IF.” When the necessary coursework is completed or an “IF” is given, the student’s
grade point average will be recomputed.

Quality Points

The quality-point average is computed on all work for which the student has registered
except for the courses with grade “W” and is based on the following quality-point values
for each semester hour of credit: A-4, B-3, C-2, D-1 an F-0.

Grade Reports

Student achievement reports are required from each member of the teaching faculty for
each student enrolled. Reports, for both mid-term and finals, are to be turned in on the
dates indicated on the College calendar.

The Academic Appeal Committee

A faculty pool is utilized in the student grade appeal process consisting of faculty nominated by
the Blue Ridge Curriculum & Instruction (C & I) Committee. At its last meeting the of the
academic year, the Blue Ridge Faculty council shall confirm the Committee’s nominee’s to serve
in the following year, for a term from July 1 to June 30. The faculty pool shall be selected
annually. Members of the committee will hear cases involving grade appeals, academic
dishonesty and program dismissals.

Student Grade Appeals

A.

In any appeal, the student has the burden of proof in establishing that there is “good
cause” for changing a final grade.
Unless the student can offer convincing arguments to the contrary, good faith on the
instructor’s part is presumed.
When supported by sufficient evidence, any of the following reasons shall constitute
“good cause” for changing a final grade.
1. The grade was the result of discrimination
a) A successful appeal must demonstrate that an instructor did not apply a
consistent standard to all students in the classroom.
b) The student making the appeal must show that the instructor did not apply the
same grading standard to the student making the appeal that was applied to
other students in the course.
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2.
3.

The grade was awarded in an arbitrary or capricious manner.
The grade was the result of an error on the part of the instructor in calculating,
recording, or reporting a final grade.

D. None of the following shall constitute “good cause” for changing a final grade.

1.
2.
3.

4.
5.

Disagreement with the course requirements established by the instructor.
Disagreement with the grading standards established by the instructor.
Disagreement with the instructor’s judgment when applying grading standards
assuming that the instructor has made a reasonable effort to be fair and consistent
in exercising that judgment.

The desire or need for a particular grade.

Consequences that a student might face as a result of a grade award.

E. What constitutes standing in a grade appeal case?

1.

In the grade appeal process, standing is defined as those parties who are directly

linked to this action procedurally.

a) Those parties who have standing include: the instructor and the student desiring
a grade change.

b) Those parties who do not have standing include: classmates, other instructors,
other administrators, and family members.

Parties with standing shall be allowed to present oral testimony to the appeals

committee in the grade appeal process.

Relevant testimony from parties who do not have standing in the grade appeal

process should be presented in the form of written statements that shall be made

part of the official appeal file.

a) Committee members may invite other parties to be interviewed or to give
testimony based on the written statements.

b) All written statements shall become part of the appeal file.

Grade Appeal Procedures
A. Step 1: Scheduling a Faculty-Student Conference

1.

3.

A student wishing to appeal a grade shall first confer face-to-face with the instructor

of record who assigned the grade.

a) The instructor-student conference shall take place within the first 10 class days
of the regular semester immediately following the semester in which the
disputed grade was assigned (summer sessions are not considered to be regular
semesters).

b) At the request of the student or instructor, the Program Coordinator shall assign
another school/division/department faculty member to witness the conference.

c) The reasons for questioning the grade shall be explained by the student, and the
reasons for assigning the grade shall be explained by the instructor.

In a case where the instructor is not available for this conference (non-

reappointment, retirement, death, extended absence from the area, or other

debilitating circumstances), the instructor’s Program Coordinator shall act as the
instructor of record.

Outcome of the conference between instructor and student.
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a) If the instructor finds that no grade change is justified, the student shall be so
notified at the end of the conference.

b) If the instructor does decide to change the grade, the instructor shall complete a
“Change of Grade” form and file it with the Registrar Office within 5 class days of
the time that the conference occurs.

B. Step 2: The Student Appeals to the Program Coordinator

1. Following the instructor-student conference, a student receiving an unfavorable
decision may file an appeal with the Instructor’s Program Coordinator.

a) The appeal to the Program Coordinator must be in writing and filed within 5
class days of the instructor-student conference, or within the first 15 class days
of the semester that the grade is eligible for appeal.

b) If the student fails to contact the Program Coordinator within 15 class days of
the beginning of the appropriate semester, the instructor’s grade award shall be
considered final.

2. The student’s grade appeal to the Program Coordinator must be in the form of a
written memo or letter.

a) The appeal memo or letter must be copied to the instructor.

b) The student’s written statement must include justification that should conform
to at least one of the criteria listed above for making a grade appeal.

c) The appeal must include all completed assignments that have been returned to
the student.

3. The instructor shall submit a written justification for the assigned grade with
supporting documentation that includes any assignments that have not been
returned to the student.

4. In order to make an equitable decision, the Program Coordinator may hold a hearing
between the instructor and the student desiring a grade change.

5. If the instructor is the Program Coordinator, the appeal will proceed directly to Step
3.

6. Within 10 class days of receiving the student’s appeal, the Program Coordinator shall
provide both the student and the instructor with a written notice of the decision.

a) The written notice should give the reasons for the decision and may be given to
the parties directly or mailed by certified mail.

b) Following notification of the Program Coordinator’s decision to all parties, the
Program Coordinator shall forward the original grade appeal file to the
Curriculum and Instruction Committee (C & I).

1) The file should include a copy of the decision and all written materials
including notes from oral investigations that were used for reaching the
decision.

2) The Program Coordinator shall retain a copy of these files for 5 years.

7. Both the student and the instructor have the right to appeal the Program
Coordinator’s decision to the Academic Appeal Committee.

99



C. Step 3: Appeal to the Blue Ridge CTC Academic Appeal Committee

1. The final step in the grade appeal process is the Blue Ridge Academic Appeal
Committee. A student or an instructor may appeal the decision of a Program
Coordinator to the Blue Ridge Grade Appeal Committee by filing a written statement
to the Chair of the Blue Ridge Curriculum & Instruction Committee (C & |
Committee) within 5 days of receiving the Program Coordinator’s report.

2. Within 5 class days of receiving the written appeal, the Chair of the C & | Committee
shall notify the Program Coordinator and the non-appealing party (instructor or
student) that an appeal has been filed.

3. Within 5 of receiving an appeal, the Chair of the C & | Committee shall provide the
student with a list of 5 Blue Ridge faculty chosen from “the faculty pool” as
described previously.

a) The student shall be asked to strike one name within 3 class days.

b) The Chair of the C & | Committee shall submit the 4 names to the instructor
asking that the instructor strike 1 name within 3 class days.

4. The 3 remaining names shall constitute the Blue Ridge Academic Appeal Committee
for the current grade appeal.

5. The Chair of the C & | Committee shall appoint one of these 3 faculty members as
chair for this appeal process.

6. The Blue Ridge Grade Appeal Committee may consider all material in the appeal file
constructed by the Program Coordinator, i.e., the student’s original appeal, the
faculty member’s written justification, the Program Coordinator’s written report, the
student’s written work for the course, and all other items the Program Coordinator
may have used in reaching the decision. (In the event that the appeal relates to a
Program Coordinator’s grade, the Blue Ridge Academic Appeal Committee should
compile the appeal file.)

a) The student and the instructor shall each be entitled to submit additional written
statements for consideration by the Blue Ridge CTC Academic Appeal
Committee.

b) The Blue Ridge CTC Academic Appeal Committee shall hold a formal hearing
including all parties having standing (see above), and should address the
following:

1) Questions from members of the Academic Appeal Committee;

2) Cross examination of witnesses by both parties; and

3) Additional inquires that the Academic Appeal Committee feels are necessary
or beneficial to determine a successful outcome.

7. The Blue Ridge CTC Academic Appeal Committee shall reach a decision no later than
the last day of regular classes before the final exam period of the semester in which
the appeal has been filed.

a) Within 3 days following the decision, the student, the instructor, the Program
Coordinator, and the Chair of the C & | Committee shall be given written notice
of the Committee’s decision.

b) If the Academic Appeal Committee decides that a grade change is justified, and
with the instructor’s agreement, the instructor shall complete and submit a
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8.

“Change of Grade” form to the Enrollment Management Office within 5 class (or
business) days following the decision.

c) If the Academic Appeal Committee decides that a change in grade is warranted,
but the instructor does not consent to the change, the Academic Appeal
Committee will meet in discussion with the instructor with regard to its decision.
If the instructor again will not consent to the grade change, the Academic Appeal
Committee will instruct the Registrar Office to make the appropriate grade
change.

A decision of the Academic Appeal Committee may be appealed to the President of

Blue Ridge CTC, whose decision will be regarded as final.

D. Unusual Circumstance in Processing Grade Appeals

1.

Some grade appeal cases may present practical obstacles for pursuing the

procedures precisely as outlined above:

a) An instructor may be absent from campus during the applicable appeal period or
the student may have an overwhelmingly compelling reason for a rapid decision.

b) Qualification for graduation may depend upon the outcome of a currently
received grade.

In such circumstances, the Chair of the C & | Committee has the discretion to modify

the procedures, as little as possible, to accommodate the special requirements of

the situation.

a) In exercising this discretion, however, the Chair of the C & | Committee should
attempt to adhere to the spirit of the regular procedures.

b) The Chair of the C & | Committee shall commit to writing and distribute these
exceptional rules to parties having standing.

Academic Integrity Procedures

A. Academic dishonesty includes but is not limited to, cheating on examinations, falsifying
records, submitting plagiarized work of any kind, or providing or receiving assistance in
course work in a manner not authorized by the instructor.

B. Any student, administrator or faculty member may bring charges of academic
dishonesty against a student.

1.

2.

A student charged with academic dishonesty shall be accorded the presumption of
innocence.
The instructor should carefully evaluate the evidence of academic misconduct and
the severity of the offense prior to imposing sanctions on a student.
a) The instructor of record should make a charge of academic dishonesty directly to
the student involved and decide the sanctions to be imposed.
i. Instructor-imposed sanctions for academic dishonesty include: requiring work
to be rewritten and resubmitted, lowering a grade, reducing the grade on the
assignment, even to zero, advising the withdrawal of a student from a class,
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and assigning a student a failing grade for the course in which the academic
dishonesty occurred.

ii. For a case of academic dishonesty, an instructor may impose a penalty no
greater than a failing course grade.

iii. If aninstructor believes that a student penalty greater than a failing course
grade is warranted by a particular case of academic dishonesty the instructor
should either:

a. Arrange a conference between the student, the Program Coordinator and
the instructor, or submit a statement, in writing, to the Chair of the Blue
Ridge Curriculum & Instruction Committee requesting a hearing to
consider suspension or expulsion.

b. The instructor should inform the student, orally or in writing of the
sanctions to be imposed, the reasons for those sanctions, the availability
of the appeal process, and the need to file an appeal within five days.

i. If the student admits responsibility and accepts the instructor-imposed
sanctions, the instructor should submit a written description of the
offense and the sanctions to the Program Coordinator, the VP of
Enrollment Management and the Chair of the Blue Ridge Curriculum
& Instruction Committee.

ii. If the charges are denied, the accused student has five class days to
contact the instructor’s Program Coordinator to request a
conference.

iii. If the student does not respond to the instructor’s charges of
academic dishonesty by contacting the Program Coordinator within
five days, the instructor-imposed sanctions shall be imposed.

c. When dealing with a case of academic dishonesty, the instructor may
request a conference with the Program Coordinator, Program Director and
the student charged with the offense.

d. A student who accepts a failing grade because of academic dishonesty
shall not be permitted to withdraw from that course, even if the failing
grade is given prior to that semester’s official withdrawal deadline.

e. A student who receives a failing grade in a course as the result of a charge
of academic dishonesty and chooses to appeal the grade shall not be
allowed to withdraw from the course unless the appeal is resolved in the
student’s favor.

f. A student who is in the process of appealing a charge of academic
dishonesty has the right to remain enrolled in the class in which the
charge was made until the completion of the appeal process.

3. When brought by anyone other than the instructor of record, a charge of academic
dishonesty involving a student or students in a specific course should be made to the
instructor’s Program Coordinator who may take one of two actions.

a) The Program Coordinator may refer the matter to the course instructor for
appropriate action following the procedures outlined above.
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b) The Program Coordinator may contact the student and the instructor directly
and initiate a conference (explained below).

4. A charge of academic dishonesty that does not involve a specific course (e.g.,
falsifying records, cheating on a standardized test) should be made to the Chair of
the Blue Ridge Curriculum & Instruction Committee or any Program Coordinator
who will refer the matter to the Chair.

5. A student who is guilty of more than one incident of academic dishonesty while
matriculating at Blue Ridge will be referred to the Chair of the Curriculum &
Instruction Committee who, together with the Judicial Coordinator, will decide upon
further disciplinary sanctions.

6. Any individual making a charge of academic dishonesty has the responsibility to
demonstrate that a preponderance of evidence indicates that a violation has
occurred.

C. Charges of academic dishonesty in a specific course that cannot be resolved by the
instructor and the student involved should be referred to the instructor’s Program
Coordinator. In situations where the instructor is the Program Coordinator, another
Program Coordinator will be asked to participate in the process.

1) A Program Coordinator conference can be initiated by a request from either the
student or the instructor involved, or by the Program Coordinator acting on a
complaint from any member of the academic community.

a) The conference should take place in person within ten days of the Program
Coordinator first receiving a request from either a student or an instructor to
hold it.

b) This conference does not constitute a hearing on the student’s responsibility
for academic dishonesty.

2) The purpose of the Program Coordinator conference shall be to clarify judicial
procedures and possible sanctions for both the student and the instructor and to
coordinate further appeals.

a) The Program Coordinator may review the evidence and recommend
particular courses of action that are acceptable to both the student and the
instructor.

b) The Program Coordinator may not overturn an instructor-imposed sanction
without the instructor’s consent.

c) The Program Coordinator conference cannot result in any penalties being
imposed on a student beyond those previously described as “instructor-
imposed sanctions.”

3) If, at the end of the conference, the student admits responsibility for the act of
academic dishonesty and agrees to accept the sanctions proposed by the
instructor, no further action will be taken.

a) The Program Coordinator should obtain a written statement from the
student who agrees to the sanctions that will be imposed as a result of the
conference.
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b) The Program Coordinator shall forward copies of this written statement,
along with a description of the offense and the instructor-imposed sanctions,
to the VP of Enrollment Management and the Chair of the Blue Ridge
Curriculum & Instruction Committee.

4) If, at the end of the conference, the student denies responsibility for an act of
academic dishonesty, the Program Coordinator shall contact the Chair of the
Blue Ridge Curriculum & Instruction Committee to schedule a hearing by the
Academic Appeals Committee.

a) The student may only appeal the charge of academic dishonesty itself and
not the sanctions imposed for academic dishonesty once responsibility has
been established.

b) A student who admits responsibility in a case of academic dishonesty but
disagrees with the instructor-imposed sanctions cannot appeal under the
Academic Integrity policies.

i. A student must appeal a disagreement with an instructor-imposed
sanction by following the grade appeal procedures.

ii. The student’s initial meeting with the instructor shall count as the
meeting with the instructor under the grade appeal policy.

5) At the end of the conference if either the faculty member or the Program
Coordinator deems that the case warrants further disciplinary procedures, the
Program Coordinator shall contact the Chair of the Blue Ridge Curriculum &
Instruction Committee to initiate judicial action.

6) If the instructor involved in the academic dishonesty dispute is a Program
Coordinator Chair, another Program Coordinator shall act in the capacity of the
first Program Coordinator for the purposes of the conference.

D. Academic dishonesty disputes that are not resolved by the conference with the Program
Coordinator should be referred to the Chair of the Blue Ridge Curriculum & Instruction
Committee.

1)

2)

Upon receiving a request for a hearing the Chair of the Blue Ridge Curriculum &

Instruction Committee shall constitute a three-member hearing board from the pool

of faculty members composing the Academic Appeal Committee following the

procedure outlined in Section IV Grade Appeal Procedure, Step 3.

One of the three members shall be elected to act as Chair of the proceedings. The

Chair of the Academic Appeal Committee shall present to the student and to the

person making the charge of academic dishonesty, written notification of the

charges, including at least the following items:

a) A written enumeration of the charges.

b) A statement that a hearing will be held together with a notice of the date, time,
and place of the hearing.

c) Aclear statement of the information, data, and evidence directly supporting the
proffered charges.
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d) A statement advising the student of that student’s rights, to include the
following:

The student has the right to the presumption of innocence until

responsibility can be established through a preponderance of evidence.

The student has the right to bring witnesses, to question the accuser, and

to question any of the accuser’s witnesses.

The student has the right to bring an advisor to the proceedings to monitor

due process.

a. The advisor may consult with the student but may not speak on behalf
of the student.

b. The advisor may not, otherwise, participate directly in the proceedings
unless given specific permission to do so by the Academic Appeal
Committee.

3) The Academic Appeal Committee shall review all relevant evidence in the case to
determine if the student is “responsible” or “not responsible” for the act of
academic dishonesty.

a)
b)
c)

d)

The Academic Appeal Committee shall interview the original instructor and the
student against whom the charges have been brought.

The Committee may seek additional information and may interview witnesses
whose testimony is relevant to the charge of academic dishonesty.

The student and the instructor have the right to bring witnesses and to
question witnesses brought by the other party or by the Committee.

All proceedings in the hearing must be tape-recorded, and either party to the
dispute may request a copy of the tape recording at their own expense.

4) Within ten days after the conclusion of the hearing, the Academic Appeal
Committee shall send a written notice of its decision to both parties in the dispute,
the Chair of the Blue Ridge Curriculum & Instruction Committee, and the
appropriate Program Coordinator.

a)

b)

d)

If the Committee determines that the student is “responsible” for the act of

academic dishonesty:

i.  Theinstructor-imposed sanctions shall be imposed.

ii. The Committee chair shall send written notification to the VP of
Enrollment Management.

If the Committee determines that the student is “not responsible”, then the

instructor shall be required to reevaluate the student’s work with the

assumption that it is not the result of an act of academic dishonesty.

An instructor who has awarded the student found “not responsible” a lowered

or failing grade based on the charge of academic dishonesty shall be instructed

to reevaluate the student’s final grade and, if necessary, submit a Grade-

Change form.

A student found “not responsible” for an act of academic dishonesty shall be

permitted to withdraw from the course in which the charge was made, even if

the withdrawal deadline has passed or a final grade has been awarded.
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e) The hearing may only rule on the factual questions of whether or not an act of
academic dishonesty has occurred.

i.  The Committee is not authorized to rule on the appropriateness of
instructor-imposed sanctions once the student’s responsibility has been
established.

ii. The Committee is not authorized to impose any sanctions on the student
beyond those initially imposed by the instructor.

5) Either the student or the faculty member may appeal the decision of the Academic
Appeal Committee to the President of Blue Ridge Community and Technical College,
whose decision shall be final.

Attendance Verification

Students are expected to attend class and to know and understand the specific attendance
policies established by each of their instructors. For financial aid purposes, instructors are
required to track attendance. The attendance policy for a given class is established by the
instructor or by the program coordinator and stated in the syllabus. Instructors will make
reasonable accommodations for occasional, unavoidable absences based on highly legitimate
grounds. Instructors will determine the most appropriate means of compensating for work
unavoidably and legitimately missed in their classes. Students are responsible for discussing
any absences with their instructor; such discussion must occur in advance of foreseeable
absences and as soon as possible following unpredictable ones.

Students are expected to plan their class, work, and personal schedule to avoid potential
conflicts. Legitimate reasons for class absences include documented and/or verifiable instances
of the following:

A. Death in the immediate family;

B. Incapacitating illness or injury (not including any non-emergency doctor’s appointments
that could be scheduled at other times);

C. Field trips required for other classes, intercollegiate competitions, or activities entailing
official representation of Blue Ridge CTC;

D. Seriously hazardous, weather induced driving conditions.

A student’s evaluation in a course is the instructor’s responsibility. A grade decision in a course
must be made by the professor prior to the initiation of a grade appeal. A student who believes
his or her grade has been adversely affected by a professor’s inappropriate implementation of
the attendance policy may pursue a grade appeal at the close of the semester.

Special Circumstances

1) A student who has documented medical disability or chronic illness that may affect
his/her ability to attend class regularly and/or to complete scheduled in-class,
graded activities (e.g. exams, oral reports, lab assignments) should confer with his or
her instructor and the Student Services’ Office as soon as possible after the semester
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begins. In consultation with the student (and with doctors or Blue Ridge CTC staff
when appropriate) the instructor and/or Student Services’ Office may develop a
contingency plan to accommodate any absences that may occur because of the
disability or illness. To the greatest extent consistent with the particular disability
involved, a chronically ill or disabled student will not only be treated equally with
other students, but will also be expected to adhere to course policies and
assignments established for all students. Students need to speak to the Student
Services Office regarding disability services as soon as possible.

2) Inrare instances, a student may suffer an unanticipated medical problem or must
meet a military-service obligation requiring complete absence from school over an
extended period (i.e. weeks rather than days). Such a situation will create the need
to confer with instructors as soon as is feasible — possibly through a relative or other
responsible surrogate. An instructor may be able to design alternative assignments
that can be completed independently. However, some courses, by their nature, do
not lend themselves to compensation for prolonged periods of missed classes and
assignments: for such classes, the alternatives may be limited to either a
Withdrawal or an Incomplete specifically mandating that the student actually take
some or the entire relevant course when it is next offered. In such circumstances,
Enrollment Management will review any necessary requests for waivers regarding
College deadlines regarding Withdrawals or Incompletes when:

a) The student’s petition clearly and fully explains the situation calling for the
waiver;

b) Appropriate documentation is presented,;

c) The request is supported in writing by both the professor and the student’s
advisor; and

d) The student’s request is made in a timely manner, but no later than the tenth
class day of the following spring or fall semester.

Faculty Advisors

Faculty members will serve as advisors to students and will be available to students during
regularly scheduled office hours.

Designated faculty advisors are expected to be present during the periods set aside for
advisement and orientation according to assignments made by the supervisor or Vice President,
subject to confirmation of the President.

Program Coordinators, Deans, and Vice Presidents

The Program Coordinator, Dean, and Vice President act on behalf of the College in the
administration and promotion of all affairs pertaining to the academic well-being and morale of
the program. They also act on behalf of the faculty members of the academic program and
consult regularly with all members of the program on all academic and faculty issues. The
Program Coordinator and Dean play an important role with the faculty of the program and a
role in the development of academic programs.
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Specific roles and function of the Program Coordinator and Dean are as follows:

A.
B.

C.

m O

A-TITIom

< -

N.

Provides leadership in the development and implementation of assessment policies;
Meets regularly with students to solicit their views and concerns about the program and
faculty;

Assesses program curriculum;

Conducts timely program meetings;

Assists in creating favorable rapport with outside agency personnel and ensures that all
field based students have proper supervision;

Assures that faculty members utilize appropriate current technology in their classrooms;
Prepares reports of the program and faculty activity;

Assists in the recruitment of students;

Consults search committees for new faculty, under the direction of the Vice President;
Recruits and aids in the mentoring, oversight, and evaluation of faculty;

Ensures program representation occurs during orientation, open houses, and other
college events;

Mentors new faculty;

. Assures that all new faculty members are properly trained to perform advisement

responsibilities, including proper advisement of degree-seeking students in the program
and adherence to deadlines for add/drop and graduation; and
Evaluates and emphasizes student retention rates for programs.

Specific roles and function of the Vice President are as follows:

A.
B.
C.
D.

Ensures that the policies of the College and the program are implemented and followed;
Provides input to the President in the annual evaluation of faculty;

Prepares budget requests and aid the President in monitoring the program budget;
Evaluates transfer student transcripts.

Shared roles and functions of the Program Coordinator, Dean and Vice President are as

follows:

ST IomMmMUO®R

Provide academic and professional leadership;

Encourage faculty development, professional activities, and grant writing;
Foster college, community, and alumni relations;

Evaluate program faculty;

Prepare course schedules, subject to the final approval of the President;
Collect and maintain program records;

Recommend new programs, program changes, and catalog revisions;
Promote long-term program development;

Review inter-institutional articulation agreements; and

Perform other tasks as determined by the President.
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STUDENT SERVICES ADMINISTRATION

Role of Advisors to Campus Organizations

Although campus organizations vary in their needs and requirements, the following guidelines
represent a general set of operating procedures for an advisor to a typical campus organization.

Facilitating decision making procedures for achieving organizational purposes and objectives,
an advisor to a campus organization provides guidance, information, general expertise, and
leadership training.

Guidance
The advisor should help guide the organization by:
e articulating and striving to achieve their purposes and objectives;
e meeting with the officer(s) of the organization;
e helping define the respective duties and responsibilities of leadership;
e defining the decision-making process; and,
e providing aid and guidance toward achieving minimum College, regional, and national
standards when information is available.

Information

The advisor provides information:

e concerning various campus, state, and national rules, regulations, and obligations,
however, the advisor is not responsible for the actions of the organization or its
individual members;

e helping to comprehend and interpret pertinent rules, regulations, and laws potentially
affecting the organization.

Expertise
The advisor lends expertise by:

e acting as an intermediary between the organization and the College administration; for
some groups this might also apply for state, and national affiliations;

e aiding and assisting individual members when this is necessary; but representing the
interests of the entire organization;

e defining organizational purposes for achieving stated objectives within the
administrative framework of the College, and where applicable with regional and
national affiliations;

e avoiding being just one (1) of the members of the group;

e focusing on critical issues and concerns to better promote the goals and purposes of the
group; and,

e using diplomacy, tact, and discretion, to assist the group to resolve various
contingencies as these arise.
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Leadership
The advisor encourages leadership by:

e encouraging individual member’s involvement in organizational, campus, and
community leadership activities;

e trying to assess potential leadership skills of individual members and, when possible,
attempt to promote meaningful involvement within the organization itself, campus,
regional, and national leadership roles; and,

e limiting personal authority over the organization, so as to encourage the development
of leadership skills within the membership.

Response to Student Instigated Threats

A student who has damaged, or has threatened to damage, the person or property of a college
employee has both violated state law and college regulations established in accordance with
BOG Rule 21.1. An injured or threatened employee possesses the right, and in most instances,
has the responsibility to inform college authorities and/or law enforcement officials.

In order to initiate college disciplinary procedures in such matters, the employee must submit a
written complaint to the Vice President of Enrollment Management, or designee, and the
Campus Security & Safety Supervisor. This complaint should be made as specific and thorough
as possible. It should cite potential witnesses’ testimony and other corroborating evidence
whenever available. The complaint should be submitted within a reasonable time after the
offense has occurred.

Whether to initiate college disciplinary procedures, legal procedures, or both, depends on
factors such as the nature, severity, and location of the student act and the evidence available.
A threat or injury that occurs on college property is subject to the College disciplinary process,
although its use does not foreclose a simultaneous resort to the law enforcement process. For
off-campus incidents, the jurisdiction of the College is less clear; thus appeal to law
enforcement officials would seem an appropriate first step in such cases. Nonetheless, the
College may assume jurisdiction over students’ off-campus actions when the College’s interests
as an academic community are involved. Therefore, an employee should notify the Vice
President of Enrollment Management who will explore the desirability, feasibility, and
suitability of pursuing college disciplinary action.

Reporting Student Accidents/Incidents
If a student is injured in an accident on campus or in an official, college-sponsored off-campus
activity, the college employee supervising the activity and/or the employee in the proximity of

the accident should help secure medical attention for the student. The employee should seek
full details as to the nature of the accident.
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It is the employee’s responsibility to complete the Incident Report Form; copies of the
completed form should be returned to the Human Resources Office. Completed forms must be
submitted not more than 10 days following the accident.

111


http://www.blueridgectc.edu/wordpress/wp-content/uploads/2012/08/Incident-Report-Form.pdf

Blue Ridge Community & Technical College

Employee Handbook

ACKNOWLEDGEMENT OF RECEIPT

Employee Name:

Employee Identification Number:

Department:

I have received a copy of Blue Ridge CTC’s Faculty Employee Handbook. I understand that I must
read and familiarize myself with the contents of this Handbook and that it provides information for
my guidance and reference.

I understand that this Handbook is not intended to create, promise, or represent a contract between
the College and me. No contractual relationship will arise unless an express written contract is signed
by the President, who is the only representative authorized to enter into such a relationship, and
myself.

I understand that the contents of this Handbook may be changed at the College’s discretion at any
time for any reason. This handbook and all policies and procedures contained herein supersede any
and all prior practices, oral or written representations, or statement regarding the terms and
conditions of employment with Blue Ridge CTC. By distributing this handbook, the College
expressly revokes any and all previous policies and procedures which are inconsistent with those
contained herein.

Employee Signature: Date:

Upon receipt of this handbook which includes opening the electronic version, please print this page,
sign and provide to Human Resources for the personnel file.
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