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Chapter One:  Introduction
The purpose of this handbook is: to provide full-time faculty members with information and procedures to help them carry out their duties effectively.  Policies in the Virginia Community College Policy Manual are referenced but not repeated verbatim.  The VCCS Policy Manual is available online. Other documents referenced in this handbook are also available online (see www.germanna.edu or www.vccs.edu).  These are therefore not repeated in the Germanna Community College Faculty Handbook.  

For a list of Germanna Community College policies and procedures, please see:

http://www.germanna.edu/policies/Policies_Procedures/?menuchoice=Policies
Every effort has been made to develop a Faculty Handbook which is accurate, user friendly, and not of excessive length.  Should you find any errors or omissions, please notify Paula Gentry, Associate Dean for Academic Assessment and Faculty Resources at pgentry@germanna.edu.  This update was completed for the 2011-2012 academic year. 
Chapter Two:  Organization and Administration

2.1
The Virginia Community College System
The Virginia Community College System is the agency responsible for the administration and supervision of the system of community colleges in the Commonwealth of Virginia under the authority of the State Board for Community Colleges.

The Chancellor of the Virginia Community College System is appointed by the State Board for Community Colleges.  The Chancellor is the chief executive officer of the System and serves as the Secretary of the State Board for Community Colleges.

It is the duty of the Chancellor to formulate such rules and regulations and provide for such assistance in his office as shall be necessary for the proper performance of his duties.  The State Board prescribes the duties of the chancellor and, in addition to those duties otherwise prescribed for him by law, in its discretion approves the appointment by the Chancellor of such agents and employees as may be needed by him and the System to effect a proper organization to carry out the functions, duties, and powers conferred and imposed by law.

2.2
State Board for Community Colleges
Additional information regarding the State Board for Community Colleges as well as policies, procedures, and regulations governing the establishment and operation of the VCCS is found in sections 2A and 2B of the VCCS Policy Manual.

2.3
Chancellor's Faculty Advisory Committee

Of particular interest to full-time faculty is the Chancellor’s Faculty Advisory Committee (CFAC).  CFAC serves in an advisory capacity to the Chancellor of the VCCS on system-wide issues.  The committee shall meet at the call of the Chancellor to deliberate and make recommendations on items in a formal agenda set by the Chancellor.  The Chancellor shall not implement any system-wide policy recommendations coming from CFAC until it has been reviewed by the Advisory Council of Presidents (ACOP).  Germanna Community College’s CFAC representative is chosen by the faculty.

2.4
Community College Board

Germanna Community College’s service region, as established by the State Board for Community Colleges, includes the City of Fredericksburg and the counties of Caroline, Culpeper, King George (shared with Rappahannock Community College), Madison, Orange, Spotsylvania, and Stafford.  Each of these eight political subdivisions appoints a member to the Germanna Community College Local Board.  In addition, the localities of Culpeper, Madison and Orange elect a rotating representative to serve a four-year term on the board bringing the total number of board members to nine.  

The Germanna Community College Local Board acts in an advisory capacity to the State Board for Community Colleges.  Additional information regarding membership, length of service, rotation policies and structure of local community college boards is available in Section 2C of the VCCS Policy Manual. 
2.5
Local Advisory Committees

Local advisory committees are utilized in the establishment and evaluation of programs and curricula.  The community college president and the local College Board approve the membership of these local advisory committees.  In addition, the advisory committees may be supplemented by steering committees that seek to advise college personnel of needed community programs in their divisions.  For each committee, the membership tenure is three years unless approved by the Board.  Each local advisory committee shall meet at least once each academic year.  Copies of the minutes will be forwarded to the office of the Vice President for Academic Affairs and Student Services and to the appropriate Division Dean.  
Division Deans forward a list of proposed members for each advisory committee to the Vice President for Academic Affairs and Student Services in March of each year.  

The purposes of advisory and steering committees include:

1. assisting in the determination of program needs;
2. making recommendations to the administration and faculty as to the organization and establishment of programs and classes;
3. recommending additions, deletions or rearrangement of subject matter or materials relevant to the program;
4. assisting in the development and use of data-gathering surveys (needs and services assessments) and the interpretation and use of the results;
5. promoting public relations between the College and community;
6. aiding in the securing of funds, equipment, services and expertise from the communities served;
7. participating in recruiting efforts for the College, and 

8. providing feedback concerning community needs.


(See Germanna’s Catalog for list of advisory committees and the membership of each.)

2.6   Germanna Community College Organization

Germanna Community College’s organizational structure is composed of the following components:

2.6.1
President’s Council

The purpose of the President’s Council is to facilitate frequent, on-going communication between the President and members of the President’s staff.  This group addresses key immediate priorities of the College and the President, and serves to coordinate activities managed by the two campuses’ Chief Administrative Officers, and by other members of the President’s staff.  Meetings are usually scheduled on the third Monday of the month.  Members of the College community are encouraged to bring both information and recommendations for action to the President’s Council.  One who wishes to confirm meetings and seek inclusion on the agenda should contact the President’s office.  
President’s Council consists of the:

· President;
· Vice President for Academic Affairs and Student Services, and Chief Administrative Officer—FAC;
· Vice President for Administrative Services, and Chief Administrative Officer—LGC;
· Vice President for Workforce and Community Relations; 
· Chair, Learning-Centered College Committee;
· Chair, College Council; 
· Executive Assistant to the President; 
· Executive Director of Organizational Planning and Assessment;
· Executive Director of Foundation and Alumni Relations, and the 
· Executive Director of Human Resources  
2.6.2 College Council

The objectives of the College Council are to:
1. Foster effective communication and create channels of communication throughout the college community.

2. Serve as an advisory council for the President and staff for advisement, decisions, and/or recommendations on matters of college-wide concern to include, but not limited to: 

a. Strategic Planning

b. Budgeting

c. Faculty, staff and student recommendations

d. Review of policies and procedures


Representative Membership

President (Ex-Officio—non-voting)

Vice Presidents (Ex-Officio—non-voting)

Voting Members:

2—Current students (SGA President and one elected);
5—Elected full-time faculty (Faculty Senate President and 4 elected);
3—Elected support staff (Non-exempt);
2—Elected Administrative Faculty and Professional staff (Exempt), and
2—Elected part-time faculty

Non-Voting:

All members of Germanna Community College are non-voting members of the College Council.

Terms of Office:

The Chairperson, Vice-Chair and Recording Secretary will be elected to serve one-year terms.  The terms of office are August through July.  Nominations for office will be solicited at the annual June meeting.  The election of officers will be conducted at the July meeting.  Student terms will not exceed a one-year period or a voting cycle.  The at-large members may not serve more than two consecutive terms.  The College Council will determine the amount of time a person will need to be off the Council before he or she is eligible for a third term.  The Past Chair will serve one year.  Past Chairs may serve a third year if they served as Chair in their second year.  The Chair will serve one year as Chair and one year as Past Chair.  The Vice-Chair is a one-year term. The Recording Secretary is a two-year term.

2.6.3 Advisory Councils and Committee Structure 

A number of councils and committees are required for the business of the institution.  Each is charged with advising the administration of Germanna Community College with respect to college governance and function.  The voting membership of each council and committee is comprised of faculty, staff, and College administrators.  Some committees will include student members.  Some committees, such as the College Council and the Faculty Senate, require elections for membership.  
The Dean of Student Services may actively recruit students to serve on selected advisory council and committees.  
During April of each academic year, faculty and staff are polled to ascertain their preferences regarding the councils and/or committees with which they wish to serve in the upcoming academic year.  Members’ terms will be staggered to provide continuity in council and committee functions.  Whenever possible an individual’s preferences will be granted.  However, the President is responsible to ensure a combination of teaching faculty, administrative faculty, and staff that will effectively carry out the charge of each advisory council or committee.  .
The President of the College will appoint certain other ad hoc committees, advisory groups, or task forces as required for the business of the institution.  As prescribed by VCCS and College policies, annually the President will carry out procedures for the appointment or election of a pool of teaching faculty and administrative faculty who may be selected to serve on ad hoc promotions, multi-year appointments, and grievance committees.

The President will announce council and committee appointments not later than May 15 annually.

During fall in-service activities each academic year, each standing council and committee may have the opportunity for an organizational meeting.  If the chair and or other offices for a council or a committee have not otherwise been appointed according to procedures and policies, each will elect a chair (or co-chairs) and other officers, including an individual to be responsible for maintaining a record of the council/committee’s business.  This individual and the chair/co-chairs will be responsible for preparing a year-end report to be submitted to the Office of Organizational Planning and Assessment not later than May 15 each year.

2.6.4 Faculty Senate

The purposes of the Germanna Faculty Senate are the following:

1.   Protect academic freedom, serve as a forum for the exchange of ideas and encourage the development of an academic environment at Germanna Community College conducive to the enrichment of education.

2.
Formulate, recommend, and respond to policy.

3.
Serve in an advisory capacity to the Administration.


4.   Cooperate with the Administration, non-teaching and part-time faculty, staff, and the 

Student Government Association in the achievement of the goals of the College.
The voting membership consists of all full-time teaching faculty, librarians, and counselors.

2.7
Germanna Community College Related Administrative/Faculty Position Descriptions

2.7.1 President

The President is responsible to the Chancellor for the general management and overall administration of all facets of the organization and operation of Germanna Community College to develop and implement the philosophy and purpose (mission) of the College in accordance with the policies, procedures, and regulations of the State Board, the System Office, and the College Board.

Major responsibilities inherent in accomplishing the above objective are summarized as follows:

1. Provide leadership and supervision for the total college program, including the following:


(a)  Academic programs and services;

(b) Student services, including guidance and counseling services;
(c) Budgeting and other financial operations, including fiscal resource development;
(d) Campus development, including site and facilities;
(e) Institutional Advancement; 
(f) Organizational Planning and Assessment, and
(g) Staff recruitment and development.

2.
Serve as Secretary to the College Board.

3.
Communicate with other managers and with state agencies to provide them with information available to the President that will be of value to them in fulfilling their responsibilities.

4. Make recommendations to the Virginia Community College System with regard to improving and implementing its services, policies, procedures, and regulations in order to assist the College in achieving its stated purpose.

5. Represent the College at appropriate local, state, and national events.

6. Develop effective regional and community relations with other organizations and individuals.
7. Maintain professional activities for self-development and for educational leadership for the College staff.

2.7.2
Administrator in Charge During the President's Absence
The President will appoint an Acting President to serve when the President will be absent from the office.  
The appointment will normally come from the following three positions:

1. Vice President for Academic Affairs and Student Services
2. Vice President for Administrative Services
3. Vice President for Workforce and Community Relations
2.7.3
Vice President for Academic Affairs and Student Services 
The Vice President for Academic Affairs and Student Services is responsible to the President for the management and coordination of the academic affairs of the College, including instructional and student services. The Vice President provides direct supervision of staff to include:

1. Division Deans [Arts/Sciences, Nursing/Health Technologies, and

Professional/Technical Studies]

2. Dean of Academic Technology and Learning Support 
3. Dean of Student Services
More specifically, the Vice President provides leadership for:

· Academic planning
· Excellence in teaching and learning

· Faculty development

· Student Services. 

The Vice President is a member of the President’s Council, College Council, Curriculum Committee and Quality Council. The Vice President serves as staff liaison to the Germanna Community College Board Academic and Student Affairs Committee, reporting to that committee as well as the full Board.  

The Vice President is expected to be an active participant in professional organizations, serve on committee assignments for the Southern Association of Colleges and Schools, participate on committees and teams within the Virginia Community College System, and actively serve the Germanna service region community through participation in civic organizations.

The Vice President is responsible for other duties and responsibilities as assigned by the President.

The Vice President for Academic Affairs and Student Services does not teach classes as a normal part of position duties.


2.7.4
Vice President for Administrative Services 
The Vice President for Administrative Services is administratively responsible for the Financial and Administrative Services division, which oversees a variety of processes including:
1. Budget development and management;
2. Accounting;
3. Purchasing;
4. Cash management and investments;
5. Risk management;
6. Contract management;
7. Safety and security;
8. Building and grounds maintenance;
9. Planning, design, and construction of campuses and facilities;
10. Technology support services, and
11. Auxiliary Services
There are four departments within Finance and Administration: the Business Office, Technology Support Services, Facilities Management, and Safety and Security.  The Vice President serves as Chief Administrative Officer for the Locust Grove Campus and is a member of President’s Council, College Council, and the Safety and Security Committee.  The Vice President serves as staff liaison to the Germanna Community College Board Finance and Facilities Committee, reporting to that committee as well as the full Board at each meeting.  This position also serves as Assistant Treasurer to the Germanna Community College Educational Foundation, providing accounting and financial support to that organization and its related Real Estate Foundation.

The Vice President is expected to be an active participant in professional organizations such as the National Association of College and University Business Officers, serve on committee assignments for the Southern Association of Colleges and Schools, participate on committees and teams within the Virginia Community College System, and actively serve the Germanna service region community through participation in civic organizations.

The Vice President is responsible for other duties and responsibilities as assigned by the President.

The Vice President for Administrative Services does not teach classes as a normal part of position duties.

2.7.5
Vice President for Workforce and Community Relations
The Vice President for Workforce and Community Relations is responsible to the President.  The Vice President plans, coordinates, and implements non-credit instructional offerings in the Culpeper, Madison, Orange, Caroline, King George, Spotsylvania, and Stafford counties, as well as the City of Fredericksburg.

The Workforce Center serves as an economic development resource by providing seminars and courses that meet the training and workforce development needs of business, industry, and government.  It also offers classes for personal and professional enrichment.

The Vice President provides direct supervision of: 

1. Director of Marketing and Public Information

2. Dean of Business and Workforce Services
3. Dean of Workforce and Professional Development 

The major responsibilities of the Vice President for Workforce and Community Relations are as follows:
1. Meet with the business community to develop and implement educational and training needs to be delivered on campus and/or on-site;
2. Market the College’s credit and non-credit programs to the community;
3. Serve as an active team member with the Vice President for Academic Affairs and Student Services and others as appropriate to build strong College-wide educational programs;
4. Follow-through with course and curriculum development, including recommending new non-credit courses/programs;
5. Evaluate and assess workforce curriculum and programs on an on-going basis to ensure that offerings are meeting the needs of the community; 
6. Develop and maintain a budget that meets or exceeds the VCCS and College’s requirements;
7. Prepare appropriate reports regarding workforce and community service activities.
8. Coordinate VCCS special training initiatives;
9. Communicate and promote Workforce Development activities internally, as well as to the public;
10. Identify, hire, supervise, and evaluate faculty and support staff involved in Workforce and Community Education activities;
11. Serve as College’s liaison with state and local directors of economic development;
12. Coordinate the activities of the Workforce Advisory Committees;
13. Participate in Chamber of Commerce and civic club activities;
14. Maintain accurate records as required by the VCCS and the College, and
15. Perform other duties as assigned by the President.

The Vice President for Workforce and Community Relations does not teach classes as a normal part of position duties.

2.7.6
Division Deans:  Arts & Sciences / Nursing and Health Technologies / 




   Professional & Technical Studies 

The Deans are responsible to the Vice President for Academic Affairs and Student 
Services to support the goals and mission of the College in the following ways:

Administration
1. In coordination with other Deans and Vice President for Academic Affairs and Student Services, develop and implement long-range instructional programs, plans, goals, and policies based upon educational needs of students and the community, and evaluate same; 

2. Coordinate division plans with College’s Strategic and Master Plans and the VCCS Strategic Plan, as well as other College programs;
3. Facilitate progression of course outcomes to ensure progression throughout sequential courses, as appropriate to program;
4. Supervise all division faculty; evaluate full-time faculty and coordinate evaluation process for part-time faculty and lab-clinical extenders;
5. Support division faculty as a consultant and resource person;
6. Serve as liaison between divisions and with external bodies for program accreditation, as appropriate, and manage accreditation/evaluation processes;
7. Conduct division or cross-division meetings on a regular basis;
8. Encourage faculty members to communicate ideas for improving the instructional programs;
9. Coordinate advisory committee meetings and plan same with appropriate department chair(s), as appropriate;
10. Delegate appropriate administrative responsibilities to department chairs, faculty, and/or staff;
11. Mentor, coach, supervise and meet regularly with department chairs and other division personnel;
12. Mediate faculty communication/cohesiveness to encourage collegiality;
13. Facilitate input into division/department schedules and processes;
14. Write grants as appropriate;
15. Facilitate development of off-campus sites for specialized purposes (e.g., clinical sites), as appropriate;
16. Serve on college-wide committees, and
17. Attend college-wide functions (e.g., commencement, honors convocation)

Instruction

1. Schedule classes to meet student and college needs, including dual enrollment and off-campus courses;
2. Assess instructional curriculum, courses, programs and student learning; initiate changes as necessary to meet the needs of the service region and to promote quality education; 
a. Dean of Nursing and Health Technologies:  Correlate HESI/ATI score with course grades and NCLEX outcomes, as appropriate;
3. Ensure that Curriculum Committee approves division curriculum changes and that changes are published in the college catalog;
4. Compile and disseminate information throughout the college concerning division instructional programs, and
5. Ensure that new programs meet institutional, VCCS, SCHEV, and SACS requirements

Faculty Affairs
1. Communicate to the Vice President for Academic Affairs and Student Services the need for additional faculty members and assist in their recruitment and selection;
2. Supervise the interview and selection process, as well as records maintenance, of part-time faculty;
3. Inform new instructors, including part-time instructors, about College policies and procedures;
4. Work with faculty to establish equitable teaching responsibilities;
5. Evaluate full-time and part-time faculty performance and recommend promotion and contract renewal;
6. Work with faculty and staff to strengthen performance.  Manage unsatisfactory faculty and staff performance;
7. Keep faculty informed of campus, college and VCCS plans, activities, and expectations;
8. Promote full participation of faculty in campus and college activities;
9. Support excellence in teaching;
10. Encourage professional development in faculty and staff, and
11. Promote affirmative action
Student Issues and Grievances

1. Work closely with the Coordinator of Admissions and Records, Lead Counselors, and the Dean of Student Services to promote quality services to students throughout the advising/ registration process,
2. Resolve student academic issues and grievances with the help of appropriate College personnel, and
3. Supervise and monitor campus plan for advising students
Communications
1. Communicate division needs to the appropriate College administrator;
2. Assist in the development of instructional and administrative policies through committee participation;
3. Maintain a collegial working relationship with the other Deans
4. Work with the Department of Marketing and Public Information to promote the campus in the appropriate media;
5. Maintain open communication with students;
6. Coordinate activities with advisory committees and other outside groups, and
7. Initiate and maintain liaison with external agencies and institutions
Budget and Resources

1. Prepare, administer and monitor appropriate division instructional budget, and
2. Plan budget and resources in conjunction with strategic goals
Office Management
1. Hire, supervise, and evaluate the support staff in the instructional unit,
2. Maintain essential records, including course outlines for each course section offered by the division, and
3. Maintain adequate clerical support for division
Community Involvement

1. Represent the College at community functions
The Division Deans do not teach classes as a normal part of position duties.

2.7.7   Dean of Student Services
The Dean of Student Services is responsible to the Vice President for Academic Affairs and Student Services for the management and overall coordination of Student Services at all campuses and off-site locations, as provided at each.  Student Services is comprised of Financial Aid, Counseling, Disability Services, Admission and Records, Student Activities, Recruiting, and Middle College.  
The major responsibilities of the Dean of Student Services are as follows:

1. Supervise the Student Services Management team.
2. Ensure all student services units are in compliance with GCC, VCCS, state, and federal regulations.

3. Develop and implement policies and procedures governing student life, student discipline, and student grievances.

4. Supervise the development and management of all student services budgets.

5. Monitor hiring and training of all new student development staff members.

6. Implement initiatives to improve student retention through student services

7. Initiate requests for ad hoc committees to review petitions for readmission and domicile appeals

8. Implement and monitor grants, as appropriate
9. Supervise planning and assessment for institutional effectiveness.

10. Chair College‘s Threat Assessment Team.

11. Supervise Career Coach program.
12. Provide administrative oversight for the Stafford Center

13. Implement special assignments or duties as directed by the President and VPAASS.

The Dean of Student Services does not teach classes as a normal part of position duties.


2.7.8
Dean of Academic Technology and Learning Support
The Dean of Academic Technology and Learning Support is responsible to the Vice President for Academic Affairs and Student Services for the management and overall coordination of distance learning, testing centers, library services, tutoring, and academic computing centers at all college locations.
The major responsibilities inherent in accomplishing the above are as follows:

1. Provide leadership for academic support services that meet the needs of students and faculty;
2. Ensure timely and clear communication throughout the college concerning distance learning, academic technology, and learning support services;
3. Evaluate and assesses division services on a yearly basis;
4. Provide leadership for the availability, introduction, application, and adoption of current and emerging technologies for teaching and learning, and for innovative and effective distance education modalities;
5. Coordinate faculty and student support for distance learning offerings, working collaboratively with the academic departments, student services, and the Information Technology Department;
6. Work with the Distance Learning Committee to establish distance learning policies and procedures targeting an increase in student, faculty, course, and institutional readiness for online teaching and learning;
7. Coordinate with Division Deans to implement online student feedback for individual courses/instructors by sending emails to remind students to complete online feedback for each course in which they are enrolled, providing faculty with direct access after course grades are submitted and providing Deans with results for all faculty/all courses;
8. Coordinate college-wide training and resources for faculty and staff in using innovative software.  With the Division Deans and teaching faculty, ensure sound and innovative pedagogical strategies suitable for distance learning, active and experiential learning with the use of technology, accommodation of multiple learning styles, and technology accessibility for special populations;
9. Remain familiar with trends in academic technology and provide leadership to ensure college infrastructure is adaptable to support future directions;
10. Ensure availability of staff and resources to provide computing support to students at all locations;
11. Provide responsive leadership for assigned testing centers to ensure efficiency and consistent service that meets the needs of faculty and students;
12. Provide leadership for library services to ensure student, faculty, and staff college-wide access to state-of-the-art library services and ensures effective and ongoing assessment of library usage and services;
13. Provide leadership for tutoring services to ensure resources are available for adequate student access to learning support;
14. Prepare and manage designated budget effectively, ensuring appropriate allocation of available resources;
15. Assist in the development of instructional and administrative policies through committee participation in Academic Affairs and Student Services and all appropriate College committee meetings;
16. Hire, supervise, and evaluate division staff;
17. Initiate and maintain liaisons with external agencies and institutions related to distance learning and learning resources;
18. Lead program review/assessment of distance learning programs and activities and  apply expertise in auditing courses for areas of concern;
19. Serve as member of the GCC Technology Committee and Distance Learning Committee;
20. Coordinate the college technology plan in conjunction with the IT department and,
21. Perform other duties as assigned by the Vice President for Academic Affairs and Student Services.
The Dean of Academic Technology and Learning Support does not teach classes as a normal part of position duties.

2.7.9     Dean of Workforce and Professional Development 

The Dean is responsible to the Vice President for Workforce and Community Relations for the College’s Workforce and Community Education programs serving the City of Fredericksburg and the counties of Caroline, Culpeper, King George, Madison, Orange, Stafford, and Spotsylvania, to include the day-to-day supervision and management of FAC and DTC workforce department in the following areas:
1. Manage open enrollment courses through effective scheduling, program development, and staffing;
2. Ensure successful events services, to include contract negotiation;
3. Supervise/ manage other programs and services including consulting services, Workforce One-Stop programming and staff, and various economic development partnerships;
4. Recruit, interview and hire instructors; evaluate and asses instructors, programs, and classes to assure the quality of each;
5. Determine how best to deliver training required in the community (e.g., credit, non-credit, online, or by other means);
6. Participate in grant writing and grant management activities;
7. Authorize purchases and oversee various departmental budgets;
8. Assist in the development and implementation of VCCS and college policies;
9. Prepare various reports and documentation for departmental, college-wide, and VCCS use;
10. Ensure successful custom training through effective client needs assessments, program development and design, contract negotiation; competent staffing and successful outcomes for the client;
11. Collaborate with external businesses, industry, and economic development entities to assess current and emerging workforce training and educational needs, and to market the college;
12. Participate in business and community committees and boards, state or regional VCCS projects and committees, regional WIBs, Chambers of Commerce, and in other economic development initiatives and projects;
13. Manage day-to-day operations of assigned building to ensure classroom needs are met for both credit and non-credit classes, IT concerns are addressed, and facilities are maintained;

14. Work with various departments to ensure that issues are resolved and clients are well served;

15. Supervise departmental staff, and
16. Perform other duties as assigned by the Vice President for Workforce and Community Relations.



The Dean of Workforce and Professional Development does not teach classes as a part 

of position duties.  
2.7.10  Dean of Business and Workforce Services

The Dean of Business and Workforce Services is responsible to the Vice President for Workforce and Community Relations.  As manager and chief administrative officer of the Daniel Technology Center, the Dean coordinates and implements instructional offerings and other related activities in the Culpeper, Madison, and Orange communities.  The Dean must be actively involved with the professional and business activities of the Germanna service region.

The major responsibilities of the Dean are as follows:

1. Serve as chief administrative officer and manager of the Daniel Technology Center;
2. Meet with business community to develop and implement educational and training needs to be delivered on campus and/or on-site at area businesses;
3. Market the College’s credit and non-credit programs and space utilization internally as well as to the business and professional community;
4. Manage and supervise room usage and rentals;
5. Work as a team member with staff and develop new courses and curricula based on customer demand;
6. Coordinate course and program development, where appropriate, with Vice President for Workforce and Community Relations, Division Deans, and other administrators and staff;
7. Develop and maintain a budget that meets or exceeds VCCS and College requirements;
8. Prepare and coordinate appropriate student and employer outcomes assessments and evaluation activities;
9. Prepare appropriate reports regarding workforce and community education activities coordinating with internal offices such as the Office of Planning and Assessment, Academic Affairs and Student Services;
10. Coordinate and promote VCCS special training initiatives;
11. Identify, hire, supervise, and evaluate part-time faculty and support staff involved with related workforce and community education activities;
12. Where appropriate, serve as College liaison with state and local directors of economic development, chambers of commerce, and other related organizations;
13. Hold regular meetings of the appropriate advisory committee(s);
14. Maintain accurate records as required by VCCS and the College;
15. Coordinate student and employer outcomes assessment and evaluation activities, and
16. Perform other duties as assigned by the Vice President for Workforce and Community Relations.
The Dean of Business and Workforce Services does not teach classes as a part of position duties.  

2.7.11   Associate Dean for Academic Assessment and Faculty Resources
The Associate Dean for Academic Assessment and Faculty Resources is responsible to the Dean of Professional and Technical Studies.  As a collegial liaison between the academic divisions and the Office of Organizational Planning and Assessment, the Associate Dean is a resource to teaching faculty for academic assessment matters.  Faculty resources are a substantive part of the responsibilities of the Associate Dean who also manages the off-site program at Coffeewood Correctional Center.   

1. Provide faculty in academic divisions with assessment resources as well as assessment and WEAVEonline support;
2. Update short-term and long-term assessment timelines including  program reviews and review cycle for currently approved materials (i.e., course summary sheets);
3. Assist department chairs with course summary updates/revisions, as needed; 

4. Provide leadership in development of faculty resources:  College Catalog and Student Handbook, Faculty Handbook, Part-Time Faculty Handbook, Department Chairs Manual, and the institution of SharePoint/GermannaCentral;
5. Manage Germanna courses at Coffeewood Correctional Center (e.g., develop schedules, assist department chairs with staffing as requested);
6. Attend Department of Correctional Education Summit;
7. Coordinate graduation participation of GCC personnel with Coffeewood Correctional Center;
8. Manage EDU 114 and 214 (summer courses) for potential driving instructors;
9. Complete pay rate and initial credential review for candidates for part-time faculty positions and submit same to appropriate Division Dean for review and approval;
10. Provide Instructional support and academic advising during peak periods and selected events;
11. Attend Instruction Retreats, Faculty Meetings, Department Chair meetings, and committee meetings as assigned, and
12. Assist all Deans as necessary.
The Associate Dean for Academic Assessment and Faculty Resources does not teach classes as a part of position duties.
       2.7.12  Faculty 
Faculty members are responsible for effectively presenting to students those courses which are assigned, cooperating with other college personnel in carrying out the college mission, developing themselves professionally, and participating in community activities.  The major emphasis is on student learning which the instructor facilitates by working with students in classrooms (to include Face-to-Face [also noted as F2F], hybrid and online learning environments), laboratories, individual conferences, and related activities to help students develop their interests and abilities to their fullest capacity 
The major responsibilities inherent in accomplishing the above teaching objectives follow:

1. Prepare a course outline according to Germanna Community College guidelines (Appendix 3A);
2. Encourage students to perceive how the presented material is related to program and course outcomes, as well as general education outcomes;
3. Facilitate learning through organized presentations that align with course activities and with course learning assessments;
4. Take advantage of professional development opportunities in both appropriate discipline(s) and current learning theory;
5. Encourage class discussion when appropriate;
6. Encourage critical and independent thinking;
7. Maintain and display enthusiasm for the subject;
8. Use various methods of presentation according to content and student needs;
9. Design tests and assignments which assess student learning against course and program outcomes, and which allow the student sufficient opportunity to demonstrate what has been learned;
10. Clearly explain grading procedures and standards, fairly apply them and provide timely, graded feedback (including before the last day to withdraw without academic penalty);
11. Demonstrate genuine interest in students, including concern that students learn the material, and an understanding of the students’ perspective;
12. Make an effort to establish professional contact with students outside the classroom when this is deemed necessary for effective teaching, maintaining at least ten scheduled office hours per week;
13. Provide supervision of students in classroom and laboratories;
14. Maintain collegial, professional relationships with faculty, administrators, and staff;
15. Maintain current competency in discipline(s);  

16. Adhere to VCCS and GCC policies/procedures;
17. Prepare for and assume positions of leadership as appropriate opportunities arise; 

18. Other appropriate duties assigned by the supervisor, and
19. Pursue continued professional development.

In cooperation with all other factions of the institution in carrying out the College mission, faculty members:

1. Offer constructive suggestions for changes in the curricula and objectively consider suggestions for change within their own courses;
2. Participate in planning, assessment of student learning and program evaluation of College programs and services and implement for improvement;
3. Play a role in College governance through active participation on committees and in faculty and division meetings, and
4. Advise students to help them graduate on time, take advantage of College resources designed to help them succeed, make good choices in course selection and course delivery system, and in considering career and degree options.  
Faculty members are encouraged to participate in community activities.

Chapter Three:  Academic Administration and Responsibilities

3.1 Academic Freedom

To ensure the College an instructional program marked by excellence, the Virginia Community College System supports the concept of academic freedom.  In the development of knowledge, research endeavors, and creative activities, college faculty and students must be free to cultivate a spirit of inquiry and scholarly criticism.

Faculty members are entitled to freedom in the classroom in discussing their subject, but should be careful not to introduce teaching matters that have no relation to their fields.  Faculty and students must be able to examine ideas in an atmosphere of freedom and confidence and to participate as responsible citizens in community affairs.

The System also recognizes that commitment to every freedom carries with it attendant responsibilities.  Faculty members must fulfill their responsibilities to society and to their professions by manifesting academic competence, professional discretion, and good citizenship.  When speaking or writing as citizens, they will be free from institutional censorship or disciplines, but their special position in the community imposes special obligations.  As professional educators, they must remember that the public may judge their profession and institution by their utterances.  Hence, they should at all times be accurate, exercise appropriate restraint, show respect for the opinion of others, and make every effort to indicate that they are not institutional spokesmen.

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

The State Board for Community Colleges approved this policy on academic freedom and responsibility in December 1974.

3.2 Faculty Responsibilities   
3.2.1 Classes

12-15 credit hours and 15-20 contact hours per semester (i.e., fall and spring) are required for all full-time faculty.  For the purpose of workload calculations, every lecture hour shall equate to one (1) credit hour and one (1) contact hour; and every laboratory hour shall equate to one-half (1/2) credit hour and (1) contact hour.  When the number of credit hours falls below twelve (12) because of the number of laboratory hours involved, the number of contact hours should be increased to bring the teaching load to the minimum of twelve (12) credit hours (utilizing the standard of two (2) laboratory hours equal one (1) credit hour) or to a maximum of twenty-four (24) contact hours.

Faculty teaching loads shall be calculated for the academic year, with a teaching load less than or in excess of normal for the fall semester being compensated for with adjustments in teaching load in the spring semester.

Faculty loads will include such combinations of day, evening, and weekend classes as the needs of the College dictate.

There are four types of classroom instruction at Germanna Community College:

(1) traditional classroom (also identified as face-to-face, F2F);

(2) online;

(3) hybrid (a combination of traditional classroom and online instruction; usually a 50/50 combination)
(4) interactive video

Online teaching assignments are made at the discretion of the Division Deans.  Faculty assigned to distance learning will be certified in distance learning methodology.  Information about such certification can be obtained from Germanna’s Instructional Designer. 
3.2.2 Non-credit Community Service Courses, Seminars, etc.

A faculty member may be assigned to teach non-credit community service courses, seminars, etc., as part of the regular teaching load with the approval of the appropriate Division Dean and the Vice President for Academic Affairs and Student Services.
Teaching faculty may teach non-credit community service courses, seminars, etc., in addition to their regular workload, for extra pay.  Such additional workloads for pay should not exceed the equivalent of three (3) Continuing Education Units (CEU’s) at any time.  Such faculty personnel will be paid in accordance with hourly or CEU rates.

3.2.3 Office Hours

In order to promote the availability of faculty to work with individual students, full-time faculty members are required to post on or near their office door a minimum of ten (10) hours per week as office hours to be available to work with students on individual academic and occupational problems.  Office hours must also be posted in the Microsoft Outlook Calendar by the end of the first week of classes.  Office hours should be listed in the course outline and should be held at times convenient to most students.  During the summer, office hours for full-time faculty are reduced in proportion to the teaching load.  Faculty teaching online courses may hold office hours for those courses online in proportion to the percentage of their teaching load that is online.  Faculty teaching more than 50% of their teaching load in an online format must schedule a minimum of five of the ten required office hours to be conducted on campus.  During registration periods, all 10 office hours must be held on campus to assist with advising needs unless prior arrangements have been made with the appropriate Division Dean.  

3.2.4 Advising

Full-time faculty are assigned a curriculum advisory function to assist all students in developing a meaningful and relevant program of study.  A Blackboard advising shell provides a number of academic advising resources to each instructor.   Faculty members advising students are expected to be available during pre-registration and registration periods and to remain familiar with their respective areas of advisement.  The counseling staff is also available for guidance and assistance in the advisement program.  Faculty teaching in the summer have advising responsibilities.  
3.2.5 Committee Work

Faculty responsibilities include annual participation on committees.  
3.2.6
General Meetings

The President or the Vice President for Academic Affairs and Student Services or the Division Deans will call general meetings of the faculty as needed.  All full-time faculty are expected to attend all general meetings.

3.2.7 Course Outlines

The purpose of course outlines is to provide students with an explanation of the outcomes of the course that they have elected to study and how they must participate in the learning process with the instructor in order to achieve these outcomes.  The outline serves as a written contract between the instructor and the student and documents what students are expected to achieve in order to receive credit for their efforts.  The course outline includes the course description as established by the VCCS Master Course File and must include the items listed in Appendix 3A.  A portion of information contained in the course outline is standard information which has been previously agreed upon by the full-time teaching faculty in the discipline.  Other parts of the course outline are developed by the individual instructors and are tailored to fit the particular instructor and class.  Individual instructors may also include extra explanatory information that they feel is needed by students to clarify course and learning outcomes and procedures.  Faculty members are encouraged to review course outlines of all courses in their discipline, which will promote consistency in each discipline.  
Students will receive a copy of the course outline from the instructor by the first class meeting.  Students in online courses will find the course outline loaded into the course Blackboard shell and available to them in the week preceding the first day of classes.
Instructors must also turn in an electronic copy of their course outline for each section of each course taught to the appropriate Division Dean prior to the first day of classes.  The Dean or designee will then review all course outlines for the appropriate information and file the course outline electronically for future reference or review.  In the case of student development courses, the Dean of Student Services will review course outlines for completeness and will file those course outlines in the Office of Student Services.  If the Division Deans or the Dean of Student Services find that information included in the course outline is incomplete or that course outlines are not distributed to students and/or turned in to the appropriate Dean’s office or Office of Student Development Services in a timely manner, those facts will be so noted in the instructor’s annual evaluation.

The Vice President for Workforce and Community Relations is responsible for development of a course outline for each non-credit offering.  Non-credit course outlines comply with the same informational content as listed in Appendix 3A; however, the information included is determined by the Vice President for Workforce and Community Relations rather than full-time faculty or individual instructors.  Course outlines for non-credit offerings must be distributed to students and on file in the appropriate Workforce offices no later than the end of the first week of classes.

3.2.8
Final Examinations

Final examinations for fall and spring fifteen-week courses are conducted according to the Final Examination Schedule.  Final exams in all other courses are held during the last class meeting.  No exceptions will be made without the permission of the appropriate Division Dean.  Final examinations should be given at the scheduled time in order to be fair to students who are preparing for other exams.  No student can be excused from a final exam without the express consent of the Division Dean and the instructor (see Germanna Catalog and Student Handbook for further information). 

There are some courses for which formal final examinations might not be necessary.  If a formal examination is not given, then the instructor should either meet the class for some meaningful educational activity or else be available to meet with students during the regularly scheduled examination period.



3.2.9     Academic Honesty

The faculty of Germanna Community College recognizes that academic honesty is an integral factor in developing and sharing knowledge.  We support the concept of academic honesty, practice academic honesty in our classes, and require academic honesty from our students.  Germanna students are expected to maintain complete honesty and integrity in the completion and presentation of all academic assignments and examinations.  Students found guilty of cheating, plagiarism, or other dishonorable acts in academic work are subject to College disciplinary action.  Academic penalty in the course is determined by the instructor.  (Please see the most current Germanna Community College Catalog and Student Handbook).  All course outlines will include statements regarding academic honesty.
A. Academic Dishonesty:  
Academic dishonesty is cheating and stealing. Academic dishonesty includes, but is not limited to:

· Intentionally using material verbatim from a source without giving credit. Copying verbatim from an Internet source is plagiarism.  
· Rewriting material from a source without giving credit.

· Using information from an Internet source without giving credit.

· Submitting the work of another person as your own work. 

· Using/copying another student’s electronic storage device and submitting it for a grade.  
· Copying from another person’s paper/test/homework.

· Allowing someone else to copy/use your work (paper, homework, quiz, test) and submitting it for a grade.

· Violating VCCS Computer Ethics Guidelines in the pursuit of academic studies.

B. Disciplinary Action

All course outlines will include statements regarding academic honesty. When a student is found to have been academically dishonest, the following disciplinary actions may be taken:

FIRST REPORTED OFFENSE

· The instructor reports the Academic Honesty violation by documenting the offense in a memorandum to appropriate Division Dean. The instructor must provide a copy of this memorandum to the student.  The Division Dean or designee will determine the appropriate sanction.  The sanction may include suspension or dismissal from the College for egregious offenses or referral to Tutoring Services to complete a plagiarism workshop for minor offenses.
· The instructor’s memorandum, documentation of disciplinary action, and supporting documentation must be forwarded to the Dean of Student Services for inclusion in the student’s official disciplinary file.

SECOND REPORTED OFFENSE

· The instructor reports the Academic Honesty violation by documenting the offense in a memorandum to the Division Dean.  The instructor must provide a copy of this memorandum to the student.

· The Division Dean will impose a minimum sanction of suspension.  Suspension may be from the class where the infraction occurred, for the current semester or for the next upcoming semester.  Disciplinary sanction may also include dismissal from the College.  The instructor’s memorandum, documentation of disciplinary action, and supporting documentation must be forwarded to the Dean of Student Services for inclusion in the student’s official disciplinary file.

· The Dean of Student Services must retain the memorandum and documentation of disciplinary action in the student’s disciplinary file for five years or until the student graduates, whichever comes first.  The Dean of Student Services then will remove and destroy the memorandum.  
THIRD REPORTED OFFENSE

· The instructor reports the Academic Honesty violation by documenting the offense in a memorandum to the appropriate Division Dean.  The instructor must provide a copy of the memorandum to the student.

· Upon verifying that a third reported offense has been committed, the appropriate Division Dean will impose dismissal from the College.  The instructor’s memorandum, documentation of disciplinary action, and supporting documentation must be forwarded to the Dean of Student Services for inclusion in the student’s official disciplinary file.

· The Dean of Student Services must retain the memorandum and documentation of disciplinary action in the third reported offense in the student’s permanent disciplinary file.  
Contesting Allegations of Academic Dishonesty

A student who wishes to contest an allegation of academic dishonesty has access to the Student Academic Grievance Policy for this purpose.  (Please see the most current Germanna Community College Catalog and Student Handbook for the Student Academic Grievance Policy). Students suspended or dismissed for academic dishonesty have the right to ask for a hearing from a review committee.  Students seeking a hearing must contact the Dean of Student Services within 10 working days of notification of disciplinary sanction.   
3.2.10 The Family Educational Rights and Privacy Act (FERPA)

See:  http://www.germanna.edu/publications/documents/2011-12catalogHandbook/Student_Handbook.pdf
The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their education records.  They are:

• The right to inspect and review the student’s education records within 45 days of the day the College receives a request for access. Students should submit to the appropriate records custodian written requests that identify the record(s) they wish to inspect. The records custodian will make arrangements for access and notify the student of the time and place where the records may be inspected.  If the records are not maintained by the College official to whom the request was submitted, that official shall advise the student of the correct official to whom the request should be addressed.

• The right to request the amendment of the student’s education records that the student believes are inaccurate or misleading. A student should write the College official responsible for the record, clearly identify the part of the record they want changed, and specify why it is inaccurate or misleading. If the College decides not to amend the record as requested by the student, the College will notify the student of the decision and advise the student of his or her right to a hearing regarding the request for amendment.  Additional information regarding the hearing procedures

will be provided to the student when notified of the right to a hearing.

• The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent. One exception which permits disclosure without consent is disclosure to school officials with legitimate educational interests. A school official is a person employed by the College in an administrative, supervisory, academic or research, or support staff position (including law enforcement unit personnel and health staff); a person or company with whom the College has contracted (such as

an attorney, auditor, or collection agency); a person serving on the College Board; or a student serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks. A  school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.  FERPA permits institutions to identify certain items of student information as “directory information.” Germanna identifies directory information as the: Student’s name, address, telephone listing, curriculum, course credit load, date of birth, dates of attendance, and degrees and/or certificates received, participation in officially recognized activities and sports. Students must submit written notification to the office of the College Registrar to prevent he disclosure of directory information. Germanna may disclose any of these items without prior consent, unless the student notifies the Admissions and Records Office, in writing during the first ten days of the

semester, that this information remains confidential.

• The right to file a complaint with the U. S. Department of Education concerning alleged failures by the College to comply with the requirements of FERPA. The  name and address of the office that administers FERPA is:

Family Policy Compliance Office, U. S. Department of Education, 600 Independence Avenue, SW, Washington, DC 20202-4605.

According to FERPA, Germanna Community College may release information without the student’s written consent to the following:

• school officials, as identified by Germanna Community College,  determined by Germanna Community College to have a legitimate educational interest,

• officials of other institutions in which the student seeks to

enroll,

• persons or organizations providing to the student financial aid, or determining financial aid decisions,

• accrediting organizations, carrying out their accrediting functions,

• parents of a student who have established that student’s status as a dependent according to IRS Code of 1986, Section 152,

• persons in compliance with a judicial order or a lawfully issued subpoena,

• persons in an emergency, if the knowledge of information, in fact, is necessary to protect the health or safety of the student or other persons.

Questions on this policy can be directed to the Registrar.

Student Notification: Students will be notified each semester (Spring and Fall) of their Family Educational Rights and Privacy Act (FERPA) rights in the Schedule of Classes.

Refusal to Provide Copies: Germanna Community College reserves the right to deny transcripts or copies of records not required to be made available by the FERPA in any of the following situations:

• The student lives within commuting distance of Germanna Community College; if student is within commuting distance, the student may be asked to come and view the file at the office rather than making a full set of copies of all file contents.

• The student has an unpaid financial obligation to the College.

• There is an unresolved disciplinary action against the student.

Fees for Copies of Records: Germanna Community College does not charge a fee for the copying of a transcript at this time.  However, a reasonable charge may be assessed to provide copies of other records and to cover the expenses of copying time and postage.

Types, Locations, and Custodians of Educational Records:

Admissions & Records

Location: Registrar’s Office

Custodian: Registrar

Cumulative Academic Records

Location: Registrar’s Office

Custodian: Registrar

Financial Aid Records

Location: Financial Aid Office

Custodian: Coordinator of Financial Aid

Financial Records

Location: Business Office

Custodian: Business Manager

Placement Testing

Location: Counseling Centers at both campuses

Custodians: Coordinator of Counseling, Locust Grove Campus;

Coordinator of Counseling, Fredericksburg Area Campus

Disciplinary Records

Location: Student Services

Custodian: Dean of Student Services

Retention of Student Records

The College permanently retains an electronic record of a student’s academic transcript (student permanent record). Other records will be maintained in paper form for periods ranging from one year after the date of origination to three years from the date of a student’s separation from the College. The College retains student records according to the regulations set forth by the Virginia Public Records Act of the Code of Virginia.

Changes to Official Student Record

Students wishing to make any changes or corrections to identifying information on file at the College must complete a Change Form. This includes changes of name, address, telephone

number, and curriculum. Change Forms are available in the Admissions and Records Office.

Facsimile Documents

It is not the policy of the College to facsimile transcripts or other academic documents. Germanna Community College reserves the right to decline to send and/or receive records via facsimile transmission if the College considers the use of facsimile documents inconsistent with policies or the best interest of the institution or its students.
3.2.11 Posting Grades in PeopleSoft

Final grades are submitted electronically using the PeopleSoft student information system.  The instructions for entering grades are emailed to instructors near the conclusion of a standard calendar (e.g., 8W1 courses, 8W2 courses, 15 week courses).  Late grades result in incomplete grade reports to students and may delay a student’s graduation.  Final grades must be submitted by the deadline date posted for each semester.

Because of the confidential nature of grades, the office of the Attorney General has advised that any grades posted on doors of faculty members must be listed in a random fashion and without information that identifies individual students.
3.2.12 Grading System

The quality of performance in any academic course is reported by a letter grade, the assignment which is the responsibility of the instructor. These grades denote the character of study and are assigned quality points as follows:

A Excellent 4 grade points per credit

B Good 3 grade points per credit

C Average 2 grade points per credit

D Poor 1 grade point per credit

F Failure 0 grade points per credit

I Incomplete: No credit. Used for verifiable unavoidable reasons. To be eligible to receive an “I” grade, the student must (1) have satisfactorily completed more than  50% of the course requirements and (2) must request the faculty member to assign the “I” grade and indicate why it is warranted. The faculty member has the discretion to decide whether the “I” grade will be awarded. Since the incomplete extends enrollment in the course, requirements for satisfactory completion will be established through student/faculty consultation. Courses for which the grade of “I” (incomplete) has been awarded must be completed by the end of the subsequent semester or another grade (B,C,D,F,P, R, or U) must be awarded by the instructor based upon course work which has been completed. In the case of “I” grades earned at the end of the Spring semester, students will have through the end of the subsequent Summer term to complete the requirements. A “W” grade will be awarded only under mitigating circumstances which must be documented by the student and approved by the Dean of Instruction.

P Pass: No grade point credit. Applies only to selected non-developmental courses which have College approval for the pass/unsatisfactory grading option. Only seven credit hours of “P” grades may be applied toward graduation.

U Unsatisfactory: No credit. Applies to Developmental Studies, noncredit courses, and selected credit courses which have College approval for the pass/unsatisfactory grading option.

W Withdrawal: No credit or academic penalty. A grade of “W” is awarded to students who withdraw or are withdrawn from a course after the add/drop period but prior to the completion of 60% of the session. See “Withdrawing from a Course” under “Registration Information” earlier in this section.

R Re-enroll: No credit. Student must reenroll to satisfactorily meet course objectives. To be used only for Developmental Studies (numbered 01 through 09).

S Satisfactory: No grade point credit. Used only for satisfactory completion of a Developmental Studies course (numbered 01 through 09).

X Audit: No credit. Permission of the Dean of Instruction is required to audit a course. After the last day for students to withdraw from a class without penalty, students may not change from credit to audit.

Pass/Unsatisfactory Grading Option: Grades available under the Pass/Unsatisfactory option are “P” and “U”. A student enrolled in a class under this option receives one or the other of these two grades, except where an “R,”

“I,” or “W” is appropriate. Permission of the Dean of Instruction is required for utilizing the Pass/Unsatisfactory option. The “P” grade is not included in GPA calculations. A maximum 7 semester credit hours from courses for which the “P” grade has been awarded may be applied toward completion of a degree or certificate.

Note: The grades of A, B, C, D, P, and S are passing grades. Grades F and U are failing grades. R and I are interim grades. Grades of W and X are final grades carrying no credit.
3.2.13 Academic Grievance

If a student contests the final course grade, then the Academic Grievance Procedure must be followed.  

If a student contests the final course grade, then the Academic Grievance Procedure must be followed.  

The purpose of the student grievance procedure is to provide an equitable and orderly process to resolve grievances at Germanna Community College.

A student who is experiencing dis-satisfaction in an academic matter at the College must first discuss the complaint with the instructor involved. Every reasonable effort should be made by both parties to resolve the matter through informal discussion.

After this informal discussion, students who continue to feel they have a valid complaint of unfair treatment may resolve their complaints through the formal Student Academic Grievance  Procedure outlined herein. The procedure provides for an expeditious and fair resolution of the complaint while protecting the student and College from a prolonged and complicated process.

Germanna Community College endorses and complies with all federal and State laws and policies which maintain and promote equal employment and educational opportunities without regard to race, color, gender, age, religion, national origin, political affiliation, veteran status, or disability.

Definitions:

Student: Any person enrolled full- or part-time in credit or noncredit courses at Germanna Community College.

Student Academic Grievance: An academic grievance is any difference of opinion or dispute between a student and a faculty member about learning activities as they affect the student. This may include grading, instructional procedures, attendance, instructional quality, and situations where the student believes he or she is being treated arbitrarily.  It is a formal, written complaint of unlawful or unfair treatment charged by a student against the College with respect to the application of the laws, rules, policies, procedures, and regulations under which the College operates. A complaint may exist and be resolved without initiating the formal grievance process.

Note: Separate grievance policies and procedures address issues of sexual misconduct and issues of access and accommodations for individuals with disabilities. In cases of sexual harassment allegations, it is not required that the initial complaint be filed with the individual against whom the complaint is being lodged. Students experiencing sexual harassment should report this directly to the Dean of Student Services. See the Germanna Community College College-Wide Policies section of the College Catalog and Student Handbook.

Time Limits: The formal Academic Grievance process must be initiated within thirty calendar days following the event giving rise to the grievance, or within thirty calendar days of the time when the student reasonably should have gained knowledge of its occurrence, whichever comes first. The appropriate Dean of Instruction shall determine the date upon which the grievance occurred.

Once a grievance is initiated, the time limitations for either party may be extended by written mutual agreement.

If there is no mutual agreement to extend the time limits set herein, and if a decision at one level is not appealed to the next level within the time limit specified, the decision rendered at the previous level shall be final.

Note: It should be understood that the student who chooses to file a grievance must assume the burden of proof for such a grievance by providing factual evidence to substantiate his/her claims.

Steps for Filing an Academic Grievance:

Informal Resolution: Prior to filing an academic grievance, students are required to meet with their instructor.

The meeting will be documented with documentation maintained in the instructor’s office. If the instructor involved in the dispute is no longer employed by the College, the student may submit a level one grievance.

Level 1: If resolution cannot be reached through informal discussion with the instructor involved, the student may file an academic grievance by completing a Student Academic Grievance form and submitting it to the Office of Instruction, within the thirty-day time limit.

The Student Academic Grievance form may be obtained from the Office of Instruction and on the college’s website. Both parties to the grievance are responsible for keeping copies of all paperwork associated with the grievance procedure in the event that the procedure should progress to higher levels.

The Dean or designee will then discuss the matter with both the student and the faculty member individually. The Dean or designee may choose at this point to issue a written decision delivered by certified mail to both the student and the faculty member, and said decision must be rendered within ten college business days of receipt of the grievance. Alternatively, the Dean may choose at this point to arrange a meeting with the principals. The date for this meeting must be chosen within ten college business days following the receipt of the grievance. The meeting itself may occur as much as seventeen college business days after the receipt of the grievance. A written decision delivered by certified mail will be rendered to the principals within twenty college business days following the meeting.

Level 2: If the student is not satisfied with the disposition of the grievance at Level 1, copy of the written grievance submitted at Level 1 along with the Dean of Instruction’s written response may be submitted within seven college business days of receipt of the Level 1 response to  the office of the Dean of Instruction to request an Academic

Grievance Review panel.  

The panel will be convened by a Dean not involved with the Level 1 grievance procedure. The panel will consist of a Dean, two faculty members and two students nominated by the Dean of Student Services. The Dean will chair the panel and vote only if needed to break a tie. The Chair of the Panel is responsible for distributing the

documentation provided by the grieving parties, determining the issues of the case to be heard, and conducting the hearing in an orderly, efficient, and equitable manner.

At the beginning of the hearing, the Chair will review issues of the case with the group and establish the procedure by which the testimony will be presented. The Chair may decide on the length of time needed to explore an issue, set time limits for speakers, and ask for testimony by any person deemed important to the investigation of the

facts.

The student and faculty member may each bring one non-participatory observer to the hearing. If the nonparticipating observer is an attorney, the party retaining the attorney must notify the other party and the Chair of the Academic Grievance Review Panel at least five business days prior to the hearing. The attorney’s role is as an

observer; he/she may not speak to the Chair or the Panel or the opposing party. The attorney may consult with the party who engaged him/her while the meeting is in session, but any consultations must take place outside the hearing room and should be kept within reasonable limits, as determined by the Committee, with regard to their

frequency and duration.

The Chair of the Academic Grievance Review Panel will provide a written decision of the panel to the student, instructor, and dean involved in the grievance within five business days after the completion of the hearing.

Level 3: If either party to the grievance is not satisfied with the disposition of the grievance at Level 2, the written grievance submitted at Level 1 along with the Dean’s written response and response from the Academic Grievance Review Panel may be submitted to the Vice-President for Academic Affairs and Student Services within seven college business days of receipt of the Level 2 response.

The Vice-President at this point may schedule a meeting with the principals within ten college business days following the receipt of the grievance. The meeting itself may occur within seventeen days of the receipt of the grievance. Within twenty college business days following the receipt of the Level 3 grievance, the decision of the Vice-President for Academic Affairs and Student Services shall be provided in writing, delivered by certified mail, to  the principals, and the decision shall be final.

General Provisions: In no case may an individual involved at an earlier level of the grievance serve on the Grievance Panel. The Grievance Panel, Dean, or Vice-President has the responsibility to interpret the grievance in light of established laws, rules, policies, procedures, and regulations. The Dean or Grievance Panel does not have the prerogative to formulate or change College policies or procedures nor to commit State resources. The Vice-President may not change policy or procedure to resolve a grievance, but may, as a result of the grievance, formulate new policy to cover future cases. Copies of the final resolution of the grievance shall be forwarded to the principals concerned and to all administrative officials involved in the grievance. Files of resolved grievances shall be forwarded to and maintained in the office of the Vice-President for Academic Affairs and Student Services.

All principals to a grievance shall have the right to copies of all written information presented in the grievance procedure.

If a student contests the final course grade, then the Academic Grievance Procedure must be followed.  

3.2.14 Grades Processing Plan

The timely, accurate, and secure recording and maintenance of students’ grades are essential elements of an academic records system.  The following grade processing policies and procedures ensure that the process for the initial recording of grades and any subsequent grade changes provide for integrity and confidentiality in the handling of student grades.

INITIAL GRADES
Assigning student grades within the PeopleSoft Student Information System (SIS) is a multi-faceted process:

· Step One:  Online grade rosters are generated by subject, academic organization (GC297) or on a class-by-class basis. The rosters are generated by Application Support.

· Step Two:  Instructors will enter student grades via the web by the deadline for submitting final grades each semester. This deadline will be pre-determined and communicated to instructors by the Coordinator of Admissions and Records.

· Step Three:  Division offices have the option of requesting the instructor to submit a final grade roster for purposes of tracking entered grades.


· Step Four:  The Application Support Department will determine (via a query of SIS) if all grades have been entered.  If all grades are not entered, then Application Support will communicate all missing grades to the Coordinator of Admissions and Records.

· Step Five:  The Application Support Department will run a mass posting process for all final grades (for regular session and dynamically dated courses) for the semester.

· Step Six:  The Academic Standing, Honors, and Third Repeat process will be run by the Admissions and Records Office for regular session, dynamically dated, and dual enrollment classes.
· Step Seven:  Students will access their final grades and term GPAs via the web.

Generating Grade Rosters

Within the PeopleSoft Student Information System, there are two options available to generate (make available for use) grade rosters for the student records application: the Grade Roster Generator and Grade Roster Type Panel. It is important to note that the final grade roster is not available for printing or entering grades until one of these processes is completed.

The Grade Roster Generator generates grade rosters by subject area or by academic organization (GC297) for each term and session. Approximately one week prior to the last day of the session, the Application Support Department will run the Grade Roster Generator for all regular session classes. Once this process is complete, the instructor (or division office) will have the ability to print a hard copy of the final grade roster and have access to the student grading function on the web.

The Grade Roster Type Panel will be used to generate grade rosters on a class-by-class basis for all dynamically dated courses. Grade rosters for dynamically dated courses will be generated by the Application Support Department at the end of the class.

The Admissions and Records Office will generate rosters for the dual enrollment (dynamic) courses.

Printing Grade Rosters

Each instructor will have the ability to print his or her own grade roster. If the instructor does not have access to a printer, the roster can be printed in the division office. If required by the division office, the final grade roster will be submitted to the appropriate division office after grades have been entered no later than the final date to submit grades.

Entering, Approving, and Posting Grades

For all Regular Session and Dynamic Classes that are completed by the Fully Graded Date Instructors will enter student grades via “My GCC” by the deadline for submitting final grades (Fully Graded Date) each semester. This deadline will be pre-determined on a semester-by-semester basis and communicated to instructors by the Coordinator of Admissions and Records. If, for some reason, the instructor was unable to enter his/her grades via the web, the Admissions and Records Office will enter the missing grades/roster.
When accessed via the web, the grade roster will depict a status of “Not Reviewed.” The instructor will enter the grades and then save them in this status; the instructor will review the grades entered and save them in “Reviewed” status. They will then save grades for the third time after changing the status to “Approved.”

It is the responsibility of the division office to ensure that all grades have been entered by the deadline.

Once the deadline for submitting grades has passed, the Application Support Department will perform several queries to determine if all appropriate grades were entered and put in the “Approved” status. Application Support will review the queries and research any rosters that are not in the “Approved” status. Subsequent to these queries, the Admissions and Records Office will contact the division offices and notify them about missing grades/rosters, complete any final cleanup of grades, and begin the grade posting process.

The Application Support Department will run a mass posting process for all final grades for regular session and dynamic courses that are finished by the Fully Graded Date.

Dual Enrollment Grades: Dual enrollment instructors will enter student grades via “My GCC” 
by the deadline for submitting final dual enrollment grades for the fall and spring semesters. 
This deadline will be pre-determined and communicated to the high school instructor by the Coordinator of Dual Enrollment. 

Student Access to Final Grades

Students will access their final grades and term GPA via “My GCC.” These final grades are a part of the students’ permanent record and shall be recorded on their official transcript. 

GRADE CHANGES

Unless there are mitigating circumstances, all grade changes should be requested within one year of the initial posting of the grade. To accomplish a grade change, the Grade Change Form (GCF) must be completed. The process for completing a grade change is as follows:
1. Student must contact the appropriate instructor to request a grade change. If the instructor agrees to the change, the GCF is completed and signed. 
2. The instructor completes the GCF in the Admissions and Record Office.
3. The Admissions and Records Office staff will then make the change and a copy of the GCF will be provided to the Instructor. 

If the instructor does not agree with the student’s grade change request and the student wishes to challenge this decision, the following steps must be taken:
1. The student must contact the Division Dean and request the grade change. If the Division Dean approves the change, a GCF must be sent to the Admissions and Records Office. 
2. If the Division Dean does not approve the grade change, the student can then appeal the grade change through the Vice President for Academic Affairs and Student Services.

If a grade change is approved, the original GCF will be filed in the Admissions and Records Office (which must be kept for a minimum of three years after the last date of attendance), and a copy will be returned to the Instructor. The student will be able to access and view the grade change via “GCC Online.” 

WITHDRAWALS

The withdrawal deadlines will be published in the annual College Catalog, as well as in the Schedule of Classes posted online at www.germanna,edu.  Ultimately, it is the student’s responsibility to withdraw from a class; however, faculty may withdraw students for excessive absences.  It is important to note that students will not automatically receive a grade of “W” if they stop attending a class.

After the add/drop period but prior to the withdrawal date (60% of the session), a student may voluntarily withdraw from a class by doing so online or by completing an Enrollment Request Form in the college’s Admissions and Records Office. The withdrawal must be submitted no later than the last day to withdraw without penalty (60%) for the session. After this date the student receives a grade of “F.”  An exception can be considered when the following two conditions exist:

· There are documented serious mitigating circumstances such as medical emergencies 
or other extreme conditions (as determined by the College), and

· The student is passing at the time of the effective date of withdrawal.

The mitigating circumstances documentation is presented to the appropriate Division Dean. If the “W” is approved, the student will be able to access and view the grade change via “My GCC.”
If a student stops attending class after the last day to withdraw without penalty and does not withdraw due to mitigating circumstances, then the instructor is to award a grade of “F” for excessive absences.

ADMINISTRATIVE WITHDRAWALS

An instructor, advisor, or college official may initiate an Administrative Withdrawal on behalf of the student when special circumstances other than excessive absences warrant such action. Documentation must be provided, and the Vice President for Academic Affairs and Student Services must approve an Administrative Withdrawal.  Generally, the student’s failure to attend the class does not initiate this process.  Students who receive federal financial aid and who have never attended a class meeting or logged in to an online course are withdrawn by the financial aid office as justified by roster verification information.  
INCOMPLETE (“I”) GRADES
An Incomplete (I) may be given ONLY when the student requests an Incomplete, and only when the student has satisfactorily completed more than 50% of the course requirements (i.e., close to the end of the semester).  The instructor must ascertain that verifiable, unavoidable reasons have kept the student from completing required course work.  If circumstances that prevent a student from completing course requirements arise after the drop date but still early in the semester, then the student should request to withdraw from the course (seeking permission from the appropriate Division Dean if the last day to withdraw without academic penalty has passed) and repeat the course in a subsequent semester.  

For each student who receives an Incomplete grade, the requirements for satisfactory completion of the course must be listed on the Incomplete Grade Form (see Appendix for form).  The Incomplete Grade Form also must indicate the grade the student will receive if the missing work is not completed by the specified date.  The instructor must attach a completed and signed Incomplete Grade Form to the final grade roster for each student to whom an “I” grade is given; Admissions and Records then forwards a copy of the completed form to the student.  

When the student meets the requirements listed on the Incomplete Grade Form, the instructor then submits a Grade Change Form (see Appendix) to the office of Admissions and Records to change the student’s grade from an “I” to the grade earned.  THIS FORM IS DUE NO LATER THAN THE LAST DAY OF CLASSES (NOT THE LAST DAY OF EXAMS) IN THE FOLLOWING SEMESTER.

If the student fails to meet the course requirements listed on the Incomplete Grade Form, the "I" becomes the grade indicated by the instructor on the Incomplete Grade Form at the end of the semester following the semester in which the "I" was granted (not counting the Summer Session as a following semester).  The instructor needs to do nothing additional for the grade to be recorded as a part of the student’s official grade transcript. 

Rarely, a student will request an extension of the timeframe in which to complete the requirements necessary to resolve the “I” grade.  Requests for an extension of the “I” grade timeframe must be approved by the Chief Academic Officer of the College.

An “I” grade can be changed to a “W” only with the submission and approval of documented mitigating circumstances paperwork (completed Mitigating Circumstances form and supporting documentation).

Note: A grade of Incomplete “I” must be requested by the student. The instructor cannot assign a grade of “I” without the consent of the student.

COURSE REPEAT POLICY – EFFECT ON CUMULATIVE GPA

Cumulative grade point average (GPA), which includes all courses attempted, is computed each semester and is maintained on a continuing basis as a record of the student’s academic performance.  When a student repeats a course, only the last grade earned is counted in the computation of the cumulative GPA and for satisfying curricular requirements. A statement indicating that a grade repeat has occurred will be shown after the initial course attempt on the student’s transcript. If a course has been repeated multiple times, all prior attempts will be removed from the student’s current cumulative GPA. 

COURSE REPEAT POLICY – NUMBER OF REPEATS ALLOWED

The VCCS policy for repeating a course is as follows: “A student should normally be limited to two (2) enrollments in the same credit course. Should a college wish to make an exception to this policy, the need should be documented and approved by the college’s chief academic officer, or his designee. This limitation does not apply to the courses in the Curriculum Guide identified as General Usage Courses: 090-190-290; 095-195-291; 196-96-296; 097-197-297; 098-198-298; 099-199-299.”

A student will be blocked from registering for a course for the third time. The block will be removed by the Admissions and Records Office staff and the student allowed to enroll for a third time when:

a. the course is a developmental course and the last grade is either a W or R
b. the first two attempts in the course include one or more grades of W.

c. the course is a non-developmental course and the last grade earned is a D.
d. the student submits a form showing approval by the appropriate Division Dean
The student should not be allowed to enroll in a course more than three times unless there are very unusual and extenuating circumstances and a strong case can be made explaining why the student is likely to succeed if given another chance. The Vice President for Academic Affairs and Student Services must approve a fourth attempt. Approval should not be granted lightly or routinely. Approval should not be given unless a compelling argument can be made justifying why the student is likely to be successful if given another opportunity. 

Note: Although grades of “W, R, X” are included in the repeat policy according to VCCS guidelines, attempts in a course that contain one of these grades are not being blocked in PeopleSoft on the third or greater attempt. 

ACADEMIC RENEWAL POLICY (Grade Forgiveness)

Students who return to the college after a separation of five (5) years or more (60-month minimum) may petition for academic renewal. The request must be in writing and submitted to the Coordinator of Admissions and Records.
If a student is deemed eligible for academic renewal, grades of “D” and “F” earned prior to re-enrollment will be deleted from the student’s cumulative GPA, subject to the following conditions:

1. Students must complete the “Petition for Academic Renewal” and agree to conditions stated in the petition. Prior to petitioning for academic renewal, the student must demonstrate a renewed academic interest and effort by earning at least a 2.5 GPA in the first twelve (12) semester hours completed after re-enrollment.

2. Although removed from the student’s cumulative GPA, all grades received at the college will be a part of the student’s official transcript, and will be noted with a parentheses “()” around the grades.

3. Any course credit with grades of “D” or “F” earned during the academic renewal adjustment period will not count toward the student’s graduation requirements.

4. Academic renewal can be granted only one time, and once granted, it cannot be revoked.

PERIODIC REVIEW OF GRADE PLAN

On an annual basis, the Coordinator of Admissions and Records reviews the Grade Plan to ensure the plan is in compliance with VCCS and college policies.  
3.2.15
Consulting

Community college personnel are encouraged to assist business, industry, government, and other educational agencies.  They may engage in consulting activities as long as such activities do not interfere with their regular responsibilities and duties for the College.  Members of the faculty may engage in outside employment when it does not conflict with their professional responsibilities to the College or create a conflict of interest in violation of the Virginia Conflict of Interest Act.

3.2.16
Acceptance of Personal Gifts

See:  http://www.germanna.edu/policies/policies_procedures/forms/acceptence_of_personal_gifts.pdf
 Purpose 
At times, State employees may be faced with the offer of gifts, gratuities, rewards, or travel in performance of their job function. This policy states what is allowable and what is not in acceptance of any item from another source. 

Policy 
An employee of Germanna Community College is in a position of public trust and cannot accept: 

• Money or other things of value, for services performed within the scope of his/her official duties except for compensation, expenses or other remuneration paid directly to him/her or approved for him/her by Germanna Community College (GCC). 

• Money, gift loan, advance, favor, special discount, or service of material value that might reasonably tend to influence him/her in the discharge of his/her duties. 

• Money or anything of value for or in payment of employment, an appointment, a promotion, or a privilege with GCC. 

• A business or professional opportunity for financial benefit, if he/she knows or should know that the opportunity is offered to influence the discharge of his/her official duties. 

• A business or personal trip paid for by a vendor, for any reason whatsoever, without first obtaining written approval from the Vice President of Administrative Services. 

· The Purchasing Agent can arrange, through the procurement process, for vendors or potential vendors to pay for travel to inspect or be trained on new equipment. Such arrangements should be approved before Purchasing issues the request for proposal or invitation to bid. 

· If a department wants an employee to travel at a vendor’s expense and the arrangements were not part of the procurement process, several measures need to be taken. At least two weeks prior to the travel the department head should: 

· Request the Division of Purchasing Services to issue an opinion to the appropriateness of the vendor-paid travel. 

· Notify the Vice President of Administrative Services or President of the decision. 

An employee having authority to conduct or influence the buying of goods or services for the college must not solicit or accept any gift, payment, loan or anything else. This does not prohibit employees from buying goods or services, or obtaining loans, for their personal use where they pay equal consideration for the goods, services or loans. 
An employee can accept miscellaneous items bearing advertising, such as matches, calendars, rulers, note pads, or other items of nominal or minimal value from a bidder, offeror, contractor, or subcontractor. An employee can accept meals and beverages from vendors when offered to a large group of people at a trade show, exhibit or other professional meeting.
All goods and services acquired by GCC, through purchase, gift, or otherwise, become the property of GCC. Discount coupons or other things of value received in connection with a procurement transaction, even if not included in that transaction, also become the property of GCC. Any employee receiving such items should immediately notify the Purchasing Agent of the receipt. Such notification must occur within three business days. 

If the item can be used for college business by the employee’s department making the original purchase, the department will be authorized to retain the item. If the department cannot use the item, the Purchasing Agent will transfer the item to another department, which can use it. If the item was received by an academic division department employee, an attempt will be made to assign it to another academic division or department before offering it college wide. 

Under no circumstances can the item be given to or retained by the employee for his/her personal use. 

 
Acceptance of gifts or other special benefits can give the appearance of impropriety, compromise the employee’s integrity, or potentially place an employee in a conflict of interest situation. Under certain circumstances, the employee could be charged with fraud. 

Rather than accepting such a gift or special benefit, employees should suggest the vendor keep it and instead provide better service in the future. Otherwise the gift or special benefit becomes the property of GCC. The department receiving the gift or benefit should notify the vendor of the fact when the gift or special benefit is received. 

Definitions 
Gifts or other special benefits – money, meals, loans, entertainment, advances, favors, special discounts, certificates, coupons, services, free merchandise, or any other thing of value.
3.2.17  Part-Time Faculty

Part-time faculty play an integral role in the academic life of Germanna Community College.  Academic preparation and expectation of teaching excellence are the same for full-time and part-time faculty.  The Part-Time Faculty Handbook should be consulted for policy statements which apply primarily to part-time faculty.

3.3 Pay Schedule 
Effective August 6, 2004, all newly hired or transferring teaching faculty members will be placed on the 24 annual pay schedule.  Any current faculty members on the 18 annual pay schedule may remain on that schedule unless they elect to convert to the 24 annual pay schedule.  Faculty members on a 24 annual pay schedule will not have an opportunity to convert to the 18 annual pay schedule.  Faculty members on the 18 annual pay schedule will have an opportunity one time per year to convert with an effective date of August 16th, which is the beginning of the contract year.  The 24 annual pay schedule will also apply to any faculty hired during the academic year.

3.4 Educational Technology

A list of resources is available to all Germanna Community College faculty can be found in Appendix 3-D.    The College is committed to providing the latest in educational technology to assist in enhancing student learning.  While these tools do assist the online instructor, all faculty are encouraged to utilize educational technology to support their classes.  In the event of extended inclement weather, instructor accident/illness, or a natural disaster, faculty may find that the resources provided by educational technology will support courses to their completion.  For help with educational technology issues, contact the Distance Learning Department.  All credit courses at Germanna Community College have a Blackboard site.  All instructors teaching online or hybrid courses are expected to be certified in educational technology.  If faculty are interested in teaching an online course, they should see the appropriate Department Chair.

Training

Formal training sessions that assist with the use of instructional technologies are regularly scheduled throughout the academic year.  The dates and times they are offered differ from semester to semester, and the schedule is distributed to all faculty through e-mail.  
The schedule is also available online at: https://sites.google.com/a/email.vccs.edu/gccbbresources/home/workshopoptions.
One-on-one sessions are scheduled on an as-needed basis.  It is understood that faculty have busy schedules and may not be able to make a formal training session but need a little assistance to incorporate technology into their courses.

3.5 Release Time, Overloads, Absences

Release Time

Release time from teaching duties may be granted to a faculty member for curriculum development or special projects and/or other duties as assigned.  Written approval must be obtained from the Vice President for Academic Affairs and Student Services.  See Appendix 3B for the Faculty Release Time Project form.

Teaching Overloads

A faculty member may be offered a teaching overload not exceeding ten (10) credit hours for pay per academic year (fall and spring semesters).  A faculty member will not be considered as working an overload unless he/she teaches more than maximum full load, as defined in Section 3.8.4 of the VCCS Policy Manual, per academic year (fall and spring).  Extra pay for overloads will be at the rate of the faculty member’s nine-month salary multiplied by .015 or the part-time faculty rate, whichever is higher, for each overload credit hour.  Overloads will be paid at the end of the academic year usually included in the June 1 payroll.

Overload requests must be submitted to the Vice President for Academic Affairs and Student Services.  The appropriate Division Dean recommends an overload for a faculty member to the Vice President by completing the Faculty Overload Request Form (see Appendix 3B).  The original signed form is filed in the Vice President’s office, a copy is filed in the appropriate Division Dean’s office, and a copy is presented to the faculty member by the third week of the semester.

Twelve-month administrative and professional faculty may receive compensation for teaching credit courses.  They may earn pay for teaching up to and including eight (8) credits per fiscal year for teaching assignments beyond those that are required as a part of the regular workload.  Administrators involved in determining teaching loads (i.e., directors and deans) shall not be assigned a course for extra pay until all full-time teaching faculty in that discipline are given an opportunity to accept a teaching assignment for extra pay.  Extra pay for such an overload shall be at the rate of the faculty member’s equivalent nine-month salary multiplied by .015 for each overload credit hour.  Administrative and Professional Faculty requests for a teaching assignment involving remuneration must be made to the Vice President for Academic Affairs and Student Services and approved in advance by the President.  Twelve-month administrative and professional faculty receiving remuneration for teaching credit courses will do the teaching hours beyond their 40-hour work week.

Faculty Absences


Instructors are expected to meet all classes promptly and to hold classes as scheduled.  Permission of the appropriate Division Dean should be obtained before any class is cancelled or changes made as to time and place.  Faculty are expected to be on campus for faculty development, College Learning Days, Graduation, advising, committee meetings, first week of classes, and as requested and/or assigned during the contract period.
Projected absences must be approved by the appropriate Division Dean.
3.6 Field Trips 

Field trips are encouraged, but must be planned to minimize interference with other scheduled class activities.  Authorization of the Division Dean and Vice President for Academic Affairs and Student Services must be obtained.  All students must complete, sign, and return the Assumption of Risk form before they may participate in the field trip.  
All students will be expected to pay expenses for their participation in field trips.  Expenses for student activity trips will be paid out of student activity funds in accordance with official policies and procedures established for student activities.

If the field trip is an established part of a course or curriculum, faculty conducting the field trip may be reimbursed for their actual expenses out of State funds in accordance with established travel regulations. 
3.7 Policy for College Affiliated Travel and Exchange Credit Activities 

1.  Educational and instructional activities to promote “the intellectual, social, and personal development of the whole student” may include international, as well as domestic travel and exchange opportunities.

2. Travel and exchange activities (credit or non-credit) must be founded and based on specific written educational objectives that are within the scope of the College’s mission statement.  Objectives must provide for measurable outcomes and assessment of the activity.

3. Any travel or exchange activities must be proposed on the basis of goals and objectives for a planned learning experience (credit or non-credit) for the participants.

4. Faculty and staff members who elect to participate in travel or exchange activities not approved and authorized in advance may not use any College resources, including personnel time.

5. Faculty and staff members who participate in travel or exchange activities approved and authorized may be granted work time to do so, subject to prior approval from their immediate supervisor.

6. The Chief Academic Officer or designee will be responsible for the approval of all authorized travel or exchange activities related to educational and instructional purposes.  Personnel who are not under the instructional and academic affairs unit may request authorization from their immediate supervisor, subject to approval by the President.
7. No individual or group will be permitted to use the College’s name and resources in conjunction with a travel or exchange activity that does not meet the minimum criteria stated in numbers 2 and 3 above and that does not have prior written approval.

8. The Chief Academic Officer will be responsible for procedures for the review of proposals for travel and exchange activities.  These procedures may include the recommendations of the Ad Hoc Committee on International Education and Cross-Cultural Awareness provided the recommendations fall within the scope of this policy as stated herein. 
9. Any proposals for travel and exchange activities must clearly identify the impact of such on College resources, including personnel time.

10. Any exception to this policy must be approved in writing by the President or designee. 
Approved by Cabinet October 28, 1999

3.7.1   Guidelines and Process for Travel Programs 

A. Purpose

The purpose of providing travel program opportunities through the College is to promote international education, cross-cultural awareness, and global understanding.  Educational and instructional activities to promote “the intellectual, social, and personal development of the whole student” may include international, as well as domestic travel and exchange opportunities.  As a major educational entity in the community, Germanna Community College serves a critical role in developing a level of understanding and sensitivity to these important concepts.  The College is developing and promoting cross-cultural awareness and global understanding through offering quality international and domestic educational travel experiences for students, faculty, staff, and the community.

B. Definition

In order to address concerns with institutional liability, all travel must be arranged through established, reliable travel organizations, unless special approval is given by the President.

· Credit Travel Programs:  These are programs designed to allow students to earn college credit through travel.
· Non-credit Travel Programs:  These are programs designed to allow students and the community to travel for the purpose of personal enhancement and/or for an educational experience not directly tied to a specific college credit course.

C. Eligibility for Learning Travel Groups

· Credit Travel Programs.  These programs require at least one employee who holds the qualifications to teach the related credit course.  Co-leaders can be faculty or staff.

· Non-credit Travel Programs.  Any employee interested in taking the responsibility to conduct and arrange a trip may be a group leader.  
D. Process
This section will describe the process of arranging trips for both credit and non-credit.  It will include a timetable for submitting requests to travel, the approval process for trips, and group leaders and associated benefits.

E.  Time Table for Submitting Requests to Travel

1. Request should be submitted one year in advance of travel.  Exceptions can be made, given that circumstances warrant such.  Faculty and staff members who elect to participate in travel or exchange activities not approved and authorized in advance may not use any College resources, including personnel time.

2. Efforts should be made to avoid peak times for the College, such as  registration and graduation.

3. Consideration should be given to the advertising cycle of the College, such as when the schedule is published.  This is particularly important when the trip is being offered in association with a credit course.

F. Approval Process for Trips

1. Faculty and staff members who participate in travel or exchange activities approved and authorized may be granted work time to do so, subject to prior approval from their immediate supervisor.  The Chief Academic Officer or designee will be responsible for the approval of all authorized travel or exchange activities related to educational and instructional purposes.  Personnel who are not under the instructional and academic affairs unit may request authorization from their immediate supervisor, subject to approval by the President.

2. Supervisor should take coordination of workload and job coverage into consideration with one or more of the following criteria, when considering travel requests:  a) Benefit to employee for professional development purposes; b) In case of credit trips, qualification of the faculty to teach the related course and relevance of the trip to the requested course, c) Benefit to the College and community overall; and d) Impact on College resources.

3. Travel and exchange activities (credit or non-credit) must be founded and based on specific written educational outcomes that are within the scope of the college’s mission statement.  Outcomes must be measurable and assessable.  Any travel or exchange activity must be proposed on the basis of goals and objectives for a planned learning experience (credit or non-credit) for the participants.

4. No individual or group will be permitted to use the College’s name and resources in conjunction with a travel or exchange activity that does not meet the minimum criteria stated in number 3 above and that does not have prior written approval.

G. Approval Process for Trip Leaders, Including Associated Benefits

1.
Trip leaders must demonstrate an ability to act responsibly on behalf of the College. 

2.
All college employees are eligible to apply as a trip leader.



3.    In the case of credit trips, employees must possess the related academic qualifications for the credit course involved and submit the prospective course

syllabus to the respective supervisor.  
4.   Once approval has been obtained from the direct supervisor, the request is submitted to the Vice President for Academic Affairs and Student Services.  This is for  coordination purposes so as to avoid conflicts of dates and destinations when scheduling trips.  


5.
The Chief Academic Officer will be responsible for updating the procedure for 
Review of proposals for travel and exchange activities.   These procedures may include the recommendations of the Ad Hoc Committee on International Education and Cross-Cultural Awareness provided the recommendations fall within the scope of this policy as stated herein. 



6.
Any exceptions to this policy must be approved in writing by the President or 



designee.


Please see Appendix 3C for the Request Form for Travel Abroad Program.

3.8
Academic Calendar

The VCCS policy manual states that faculty are scheduled to work 180 days from August 16 – May 15.  The actual workdays are established by the President and disseminated to the faculty in the August orientation meetings.  Schedule changes can be made for inclement weather and emergency situations if the make-up days are scheduled to occur within the contract period and do not result in faculty working more than 180 days.  Establishing make-up days cannot be viewed as additional workdays beyond those specified in the contract.

Presidents are authorized to cancel spring break or utilize faculty research and workdays to recapture lost class days.  In anticipation of such situations, class schedules should clearly state that fall break and/or spring break days may be used as make-up days should the severity of the winter or other serious events cause a high number of class cancellations.

3.9
Ownership of Intellectual Property


A complete presentation of intellectual property policies and procedures is printed in Section 12 of the VCCS Policy Manual.


Except as otherwise provided by separate written agreement or waiver which is executed by a duly authorized officer of a college or the VCCS, an ownership interest is claimed by the VCCS in any intellectual property produced by a VCCS employee when produced as a result of an assigned duty or with the substantial use of college resources, facilities, or funds.


Not withstanding the foregoing, unless there is an agreement otherwise with the creator, the creator shall own all dissertations, theses, and classroom instructional materials prepared at the creator’s inspiration when such theses, dissertations or materials are produced as a result of routine teaching duties and do not involve substantial use of college resources.


Further, notwithstanding the foregoing, unless there is agreement otherwise with the creator, the creator shall also own all literary works (such as poems, plays, novels, essays, musical scores, etc.) prepared as a result of the creator’s inspiration unless the creator was hired, assigned or directed to create the literary work in question, or substantial use of college resources was utilized.  Nothing in this policy invests any rights in any person who produces intellectual property as the result of an unauthorized use of college resources.


Moreover, nothing in this policy shall be construed as prohibiting the VCCS or the college from making internal use of intellectual property covered by this policy in connection with its non-profit educational activities as authorized by law.

3.10
Professor Emeritus Appointment Policy  


See Policy 60160 at:  http://www.germanna.edu/policies/policies_procedures/documents/professoremeritusappointment.pdf and VCCS Policy Manual 3.1.2
Purpose 
This policy addresses the appointment of retired employees of the college who hold faculty rank to the status of Professor Emeritus and the rights and privileges accompanying such appointments. It complies with applicable policies of the Virginia Community College System as delineated in Section 3.1.2 of the VCCS Policy Manual. 
Policy 
The rank of Professor Emeritus is an honorary appointment made by the President and bestowed on retiring faculty for meritorious service to students and significant contributions to the college community. The title of Professor Emeritus is reserved for those who held faculty rank (usually that of associate Professor or Professor). 

The following rights and privileges shall accompany such appointments. 

· Listing in the faculty and staff section of the Germanna Community College Catalog, with identification as professor emeritus. 

· The option to participate in the academic procession at commencement exercises and other such official college events, marching at the head of the faculty. 

· A standing invitation to attend special events, concerts, presentations, or lectures sponsored by the college. 

· A college email account 

· Library privileges 

· Professors Emeriti shall be officially so named at a college ceremony each year of their approval by the President. They shall be recognized with their name being added to a Wall of Honor acknowledging their emeritus status. 

In accordance with the applicable policies of the Virginia Community College System and Germanna Community College (GCC), the following criteria must be met at the time of retirement from service with GCC to be eligible for appointment to the rank of professor emeritus. 

a.  The individual must be (or have been) a full-time employee holding faculty rank (usually
      that of associate professor or professor.
b. The individual must have a minimum of ten years of service at Germanna Community 
     College.

c. The individual must have made meritorious and significant contributions to students, the 

    community, and to Germanna Community College. 

Procedure 
Within six months before or after retirement, each faculty member who fulfills the eligibility requirements may be considered for recommendation to emeritus status. 

Those who meet these conditions and have demonstrated a high level of distinction in teaching, leadership and service to students and the community may be recommended by a Dean and/or immediate supervisor to the Vice President for Academic Affairs and Student Services. 

The Dean’s recommendation shall document the basis for recommending the Emeritus status with: 

1) Letters highlighting achievements and service to students, the community and the college 

2) Supporting documents illustrating contributions over the course of many years 

3) Recommendations from supervisors, colleagues, former students or clients 

The Vice President shall review the documentation and make a recommendation to the President. 
Recommendations will be reviewed by President’s Council to affirm recommendation for final decision. The President will make the final decision and shall inform the faculty member. The title granted will be at the rank held at the time of retirement. 

There is no quota on the number of Professors Emeriti awarded in a given year even when a large number of faculty are eligible at once. 

Implementation 
The Vice President for Academic Affairs and Student Services shall be responsible for maintaining procedures as part of the faculty handbook and in compliance with applicable policies and procedures of the Virginia Community College System and the Commonwealth of Virginia. 

Chapter Four:  Employment Policies and Information

4.1 Recruitment, Selection and Appointment

http://www.germanna.edu/policies/Policies_Procedures/documents/recruitmentandselection.pdf
4.1.1 Purpose

To ensure effective recruitment practices and to provide equal employment opportunity, the following recruitment guidelines must be observed in filling all Faculty Administrator, Faculty, Classified and Wage positions.  The guidelines were developed to ensure compliance with the Commonwealth’s Department of Human Resource Management Policy 2.05 Equal Employment Opportunity and Policy 2.10 Hiring.

4.1.2
Policy

1. Germanna Community College will recruit, select and hire on the basis of qualifications 
for a specific job without regard to race, gender, color, national origin, religion, sexual orientation, age, veteran status, political affiliation, or persons with disabilities who are otherwise qualified.

2. To insure compliance with the institution’s equal opportunity program, specific procedures are included to incorporate input and review from the Affirmative Action/Equal Employment Opportunity (AA/EEO) Officer throughout the process.  The hiring of employees shall be in accordance with requirements of the Department of Human Resource Management (DHRM) and the requirements of the Virginia Community College System (VCCS).  Position or role titles, rank or pay bands, and salaries must be assigned to a position and newly hired employee in accordance with policies and guidelines set forth by DHRM and VCCS.

4.1.3 Procedures

1. The President or his/her designee must approve the filling of any vacancies or the hiring of new employees, prior to initiation of recruitment activities and the extension of employment offer.  Vice Presidents may approve the filling of vacancies if the position responsibilities remain the same or become less and if the salary to be offered will be equal to or less than the budgeted salary for the position prior to the vacancy.  To initiate the hiring process, the employing unit must complete a “Personnel Request Form”.

4.1.4 New Positions

To establish a new position, the following must be completed:

1. “Personnel Request Form” signed by President’s Council Representative and Budget Manager.

2. “Employee Work Profile” (Classified and Wage) or “Position Description” (Faculty   Administrators and Teaching Faculty).

3. Department Organizational Chart to show reporting structure.

4.
Justification for establishing position and description of how position will be 

funded.

     4.1.5
Filling Current Vacancies



To fill a current vacancy, the following must be completed:

1. Personnel Request Form signed by President’s Council Representative and Budget Manager.

2. Reviewed or revised “Employee Work Profile” or “Position Description.”




The employing unit supervisor and the director or dean for that unit shall develop the vacancy announcement.  The announcement shall be approved by the Executive Director of Human Resources prior to advertising the position, within one week of receiving the proposed announcement.  Sample vacancy announcements or copies of previous announcements are available upon request.  The supervisor and director or dean in consultation with the Human Resource Office shall develop a matrix of required and preferred qualifications to be considered by the search committee.

4.1.6 Employee Work Profile and Performance Standards

1. The employing unit supervisor must develop a thorough position description/Employee Work Profile by conducting an analysis to identify tasks performed, their frequency, and the importance of specific employee traits or skills needed.  Supervisors should consider if rearranging existing staff and/or work responsibilities and processes could better achieve organizational objectives.

2. Employee Work Profiles and minimum qualification standards should reflect major job functions.  The supervisor should utilize the Employee Work Profile to develop core responsibilities for the position.  The Office of Human Resources is not authorized to place advertisements for positions without a completed Employee Work Profile.  If an Employee Work Profile already exists for the position, the supervisor should review the existing description and make necessary modifications for changes that may have or will occur.

3.   Vacancy listings, announcements, Employee Work Profile, and core measures shall serve as the basis for developing the evaluation criteria.  The employing unit supervisor and the Director, Dean or Vice President for that employing unit shall establish evaluation criteria detailing required performance standards and behavior factors that contribute to fully successful employment in the position.  In turn, these criteria may be used in advertising, as well as in the selection matrix.  Concerns about the matrix shall be resolved by consensus.  
4.1.7 Advertising

1. For classified and P-14 positions, work and role titles will routinely be used in advertising, in order to provide a more accurate and commonly understood title to potential applicants.  Salaries will be advertised as a range or listing minimum salary (and will be determined by level of work performed within a role, the work unit’s budget and past recruitment history for roles.

2.   Advertising must include the phrase “An Equal Opportunity Employer or EOE.”  In addition to openly advertising a vacancy, the Office of Human Resources, in conjunction with the AA/EEO Officer, shall engage in recruitment aimed specifically at generating applications from qualified minorities, women, disabled individuals, and veterans, when deemed appropriate by the President or his/her designee.  As a general rule, full-time positions shall be advertised at least once in local newspapers.  If the applicant pool inadequately represents minorities and/or women, or if a qualified applicant cannot be found by the closing date, additional recruiting actions shall be determined jointly by the Executive Director of Human Resources, AA/EEO Officer, supervisor of the employing unit, and director or dean of the employing unit.

3. All job announcements shall also be posted on the College’s web site.  All vacant, full-time classified positions shall be listed in the Recruitment Management System (RMS) for the Commonwealth of Virginia for a minimum of five consecutive work days.  Continuous recruitments may be conducted for those roles identified as being difficult to fill and retain on a College-wide basis.

4. Teaching faculty, administrative faculty, certain professional classified staff, and the President’s position shall be recruited for nationally.

5. Executive Director of Human Resources/AA/EEO Officer may authorize exceptions to the posting of vacancy announcements if a recently completed (within sixty (60) days) search must be conducted again.  For example, if an employee hired two months ago leaves our employment, the Executive Director of Human Resources/AA/EEO Officer may approve using the previous applicant pool without another posting of the position to refill the position.  The request to utilize the same pool should be in writing from the supervisor of the vacant position to the Executive Director of Human Resources.  Documentation regarding authorized exceptions must be retained in the Office of Human Resources recruitment file.


a. 
Waiver of advertisement  In the event that a qualified part-time employee, previously employed by the College, is available for a subsequent short-term appointment (i.e., 6 months or less), advertisement may be waived and the part-time employee may be placed in the new position.  The supervisor of the vacant position must request a waiver of advertisement via email or memorandum.  The request may only be approved by the President. Disposition of request must be communicated to the Executive Director of Human Resources.


b.
All other aspects of the search shall remain as stated earlier in this policy, including the interaction with the AA/EEO Officer and an interview by the director or dean.

4.1.8
General Advertisements on the Website

General advertisements on the website should include the following:

1. Minimum range of salary within the pay band (for staff positions).

2. Rank or role and position/working title.

3. Name of work unit and campus location.

4. Minimum qualifications

5. Preferred qualifications

6. Core duties and measures (may include an Employee Work Profile).

7. Application procedures (including any specialized interview and selection processes, such as panel interview, a practical skills assessment, etc.).

8.
Benefits information

9.
Projected start date (if known)

10.
Closing date for recruitment.
4.1.9     Vacancy Announcements

Vacancy announcements may NOT:

1. List specific requirements as minimum or required qualifications, unless they are required for accreditation purposes or supported by a class specification and job analysis (should otherwise be listed as preferred qualifications).

2. Require a specific number of years experience.

3. Require absolute educational qualification unless required by law.

4.
Require unreasonable proficiency levels.

4.1.10
Committees

1. A search and screening committee shall be established by recommendation of the employing unit supervisor or director to the President or his/her designee, via the Human Resource Office.  Ordinarily, the employing unit supervisor shall serve as chair.  At least two other people shall be selected for the committee.  Under no circumstances may an individual serve on the search and selection committee and also as a reference for any participating applicant.

2. The President or his/her designee may waive the requirement for establishment of a search and screening committee for certain part-time faculty and wage staff positions.  In this instance, the employing unit supervisor may conduct the interview personally. 
3. Multiple committees may be convened for certain positions as deemed appropriate by the President or the Chancellor of the VCCS.  Community representatives, employees of other State agencies, members of the Local College Board, and/or Foundation Board may also be included.

4. The Human Resources Office shall instruct the committee chair on all legal obligations of the College, the completion of all required forms, and policy and procedure interpretation related to recruitment and hiring.

5.    In the event that the vacancy under recruitment is faculty-ranked, additional instructional information and committee charge may also be given by the Dean of Instruction.  The committee chair shall charge/instruct the remaining committee members and all members of other screening/interview committees.  Each committee member shall be provided a copy of the matrix form, which in addition to listing the applicants, contains a statement regarding EEO/AA.

6.   All Committee members must sign the matrix form indicating their agreement to comply with Germanna’s policy on EEO/AA.

4.1.11    Applicant Pool

1.   The goal of affirmative action recruitment efforts is to achieve proportional representation of minorities and women in the applicant pool, in accordance with their availability in the applicable labor market. To monitor these efforts, each applicant is asked to complete the affirmative action section during the application process.  The Office of Human Resources shall maintain EEO reporting data.  

2.   Strategies must be devised to increase minority and/or gender representation in future applicant pools if trends reflect that current efforts do not result in representative numbers of applicants.  In this instance, the AA/EEO Officer may revise recruitment and advertising efforts to increase applicant pool.

4.1.12
Screening

1. The Office of Human Resources will share applications, resumes/vitae, and other relevant documents submitted by candidates that meet or exceed the minimum criteria for the position with all members of the committee(s) within four workdays after the application deadline.  The Office of Human Resources will not share EEO data with the search and selection committee.

2. The Human Resources Recruiter assigned to the project shall be responsible for eliminating applicants that do not meet the minimum or required criteria from the viable pool.  Applications omitting important elements shall be classified as NOT meeting the minimum or required criteria.  In addition, all applications received after the advertised or published date and time shall be classified as NOT meeting the minimum or required criteria and will not be considered.  Each application shall note the date and time indicating College receipt of this data.  Any required supplemental documents must be received by the Office of Human Resources prior to submission to the committee.  Applicants who submit unsigned applications will be asked to sign them if they are invited for an interview.  Deans of Instruction and the Dean of Workforce and Community Relations or designee shall be responsible for evaluating transcripts for all adjunct faculty applicants.

3. Committees shall use the evaluation matrix developed by the supervisor, director, or dean.  They shall perform all other screening necessary to select candidates for interview or for hire. All screening actions must be documented to support the action taken.  In the event of audits or questioning by applicants for the position, the committee members and the HR Recruiter must be available to respond to all inquires.

4. The AA/EEO Officer may review the interview list proposed by the committee to ensure the candidates are representative of the service region population, that the committee has complied with all AA/EEO regulations, and that no biases were utilized in screening decisions.  Large candidate pools may entail the use of others to assist the AA Officer.  It is encouraged that the committees interview a minimum of 15% of the applicant pool providing minimally qualified applicants exist.  In the event of large applicant pools, a negotiated percentage will be determined.

5. The affirmative action review process must be completed within two workdays of the committee’s notice to the AA/EEO Officer that the screening process has identified a pool of candidates to interview.  Concerns by the AA Officer shall be expressed to the committee head and director or dean.  The AA Officer, Executive Director of Human Resources, committee head, and director, dean or Vice President should resolve differences.  The President or his/her designee shall have final decision-making authority if differences cannot be resolved at this level.

4.1.13
Interviews and References

1. Candidates are selected for interviews by the committee and the director, dean or Vice President.  Committee members shall either develop a Strengths and Weaknesses Evaluation on all candidates or complete the Applicant Evaluation Form.  This documentation, along with their recommendations, is to be forwarded to the hiring manager.  In the cases of positions with college-wide responsibilities additional persons or committees may be established to conduct additional interviews.  The President may interview all department supervisors and higher positions.  The President may also elect to interview other positions, and will notify the committee chair of this desire when appropriate.  The committee head is responsible for ensuring the coordination of all interviews.

2.   Generally, candidates will be expected to make their own accommodations.   Lodging shall only be paid for candidates at the level of Vice President or the Presidency, unless approved otherwise by the President.  The committee head is responsible for ensuring that hotel accommodations are arranged, that lodging is charged to the College within state travel guidelines, and that these expenditures are charged to the appropriate accounts. (Recently, the President has approved funding for candidates for faculty-ranked positions to receive full reimbursement for approved travel expenses.)
3.   Structured interviews, mindful of equal employment opportunity regulations and sensitive to affirmative action goals, are useful and appropriate tools for assessing candidates.  Interviewers shall consistently and uniformly apply evaluation criteria to all interviewees.  In addition, interviewers shall evaluate each candidate’s ability and potential, and be familiar with the actual job requirements.  Demonstrations of ability are encouraged as long as all demonstrations are fair, equitable, non-discriminatory, and are requested of all candidates.  Demonstrations may include presentations, portfolios of work, situational analyses, role-playing and practical skills assessments.  Interviewers shall work closely with the Human Resources Department to develop any practical skills assessments, in order to ensure the validity and reliability of these tests relative to the essential functions of the job.

4.   The interviewer(s) must develop a set of interview questions to ask each applicant.  Questions should seek information related to the applicant’s knowledge, skills, and ability to perform the job.  Questions that are not job-related or that violate EEO standards are not permissible.  Specifically, questions regarding race, religion, creed, ethnic group, national origin or ancestry, political beliefs or affiliations, marital or family status, political affiliation, sexual orientation, veteran status or age should be eliminated from the interview process.  Additional guidelines can be obtained from the AA/EEO Officer and/or the Executive Director of Human Resources.  The interviewers(s) may ask additional questions in response to any statements or questions from the applicant, or to clarify information indicated on the application.  The interview question bank established and maintained by the Office of Human Resources is a resource for committees.  All questions asked shall be reviewed and approved by Human Resources to ensure legality and appropriateness.

5.   Telephone interviews are encouraged for large groups of people to be interviewed, and when one or more interview candidates must travel a long distance.  The College will NOT pay travel costs for interviews, except for the Vice President and President’s position, unless approved in writing by the President or his/her designee as an exception to policy. (Recently, the President has approved funding for candidates for faculty-ranked positions to receive full reimbursement for approved travel expenses.)

6.   All applicants who have been identified for an interview must be interviewed before a final selection decision and job offer are made.  Committees or individuals are not required to reschedule an interview if an applicant is unable to make a previously scheduled interview.

7.   The HR Department and/or hiring manager (or designee)  shall conduct reference checks.  Reference checks shall preferably be made of the current and former supervisors of the applicant.  Just as with the interview, the committee must ensure all questions regarding the reference are fair and equitable. (See GCC Telephone Reference Check).  Under the current Virginia Privacy Protection Act, the College is not required to allow applicants to examine reference checks or recommendation letters.  Therefore, documentation of reference checks can be maintained in a confidential file (see DHRM Policy 6.10, Personnel Records Management).

4.1.14
Selection Standards and Procedures

1. The screening and evaluation work should result in identifying one or more candidates with the best qualifications deemed to be the most likely to be successful employees for the vacancy.  When the final applicant pool includes candidates who are equally qualified, gender and racial minorities, disabled individuals, and veterans may be given preference according to the group most underrepresented.  The selection must note the preference given and be supported with written documentation clearly indicating how the recommended candidate is fully qualified for the position.

2. The committee shall recommend one or more capable and qualified candidates to the director or dean.  Candidates shall not be ranked in order of preference; however, the committee is required to provide strengths and weaknesses for each acceptable candidate.  The director or dean shall confirm the recommendation or work with committee to reach a consensus.  A joint recommendation is made in writing to the President or his/her designee, with a separate comment by the employing unit supervisor indicating his/her ability to work with the recommended candidate.

3. In accordance with Chapter 3 of VCCS Policies (Human Resources) and ranking criteria set forth by the VCCS-29, the Executive Director of Human Resources, in conjunction with the Vice President for Academic Affairs and Student Services or his/her designee will determine the appropriate rank and salary for full-time faculty candidates.  This determination requires the concurrence of the Budget Officer and approval by the President.  The director, dean, Executive Director of Human Resources, and/or President shall determine an appropriate salary level or salary range if negotiations are required.  If the recommended salary is above budget provisions, the supervisor and the director or dean shall work with the Budget Officer and the President to determine feasibility of offering the higher salary and making necessary budget adjustments to accommodate the higher costs.

4. Starting pay for full-time and part-time staff positions may be recommended by the employing unit supervisor and approved by the Executive Director of Human Resources.  The hiring supervisor must complete a Pay Action Worksheet (PAW) documenting the justification for the salary offer.  If an exceptional action is requested (i.e., a starting salary rate exceeding 10% of the candidate’s current or relevant base salary and/or the starting salary will exceed what is budgeted for the position), concurrence is required by the Budget Officer and the Vice President for Finance and Administration, President or his/her designee.  This is to assure that funding is available, used in a prudent manner, and that starting pay practices are consistently applied College-wide.

5. If the hiring process has been determined to be inappropriate, the committee chair shall be responsible for determining and implementing corrective procedures after consulting with the director or dean.  The director or dean is encouraged to consult with the Executive Director of Human Resources and/or the AA/EEO Officer.  If committee members, the director or dean believe that procedures have not been corrected after notifying the committee chair, the President shall issue a determination.

4.1.15
Offers

1.   Upon confirmation of the selected applicant and salary or salary range, offers of employment can be extended by the President, Vice Presidents, Deans, Directors, or HR Representative.  Negotiations shall involve the President, Vice Presidents, Deans or Executive Director of Human Resources. No offer of employment may be made until the recruitment file and the recommended applicant’s file are complete and submitted to the Human Resource Office.  A file is not complete until all documents requested in the advertisement for the vacancy are on hand in the Office of Human Resources, and include (but are not limited to) the application, letters of referral, and transcripts.  

4.1.16
Nepotism

1. No College employee may function as judge or advocate in specific situations involving members of his or her immediate family (such as the employee’s spouse, child, parent, or grandparent, brother, sister, mother-in-law, father-in-law, son-in-law, or daughter-in-law).  Members of the faculty or staff should neither initiate nor participate in institutional decisions involving a direct benefit (such as initial appointment, retention, promotion, salary, or leave of absence) to members of their immediate families.  Employees shall not be employed in the same work unit as a member of their immediate family and they shall not be placed in a position that can influence the supervision, direction, or operations affecting an immediate family member.

4.1.17
Record Keeping and Documentation

1. The search committee chairperson must be prepared to justify to the AA/EEO Officer the non-selection of any applicant.  The evaluation matrix and all official committee documents, as well as the applicants’ submissions, must be returned to the Office of Human Resources within two workdays of the conclusion of the search and prior to an employment offer being made.  The following data must be maintained in Human Resources for a period of at least three years from the date the position is filled:

a. Position description

b. Records related to recruitment efforts

c. Copies of advertisements

d. Employment applications

e. Screening and selection criteria applied

f. Interview questions and notes on applicant responses

g. Rationale used to eliminate candidates from further consideration and to prefer candidates over other candidates or to select one individual to hire

4.1.18
Adjunct Faculty

1.    Deans of Instruction and Deans of Center for Workforce and Community Education shall oversee the recruitment and hiring of part-time faculty, with support from the Office of Human Resources for training and information.  The Vice President shall bear overall responsibility for this process.  Advertisements for anticipated part-time instructional positions should be placed in local or regional publications prior to the start of each semester.  Persons responding will form an eligible applicant pool.  The Dean of Instruction and designees approved by the Vice President for Instruction shall ensure that all application files are complete by including the State Application, transcripts, citizenship or immigration papers, tax documents, and any other data designated by the Office of Human Resources as necessary for a complete file.  The Deans shall offer no faculty member employment without the candidate undergoing a personal interview by the Dean or by a designee approved by the VP for Instruction.  Whenever possible, it is expected that several applicants will be considered prior to offering employment to a person.  Re-advertising is not required if the lecturer teaches again within a one-year period.

2.   The Deans  and Directors of Workforce and Community Relations, with concurrence of the VP for Instruction, shall determine all adjunct salaries (credit and non-credit).

4.1.19
Affirmative Action and Equal Employment Policy

It is the policy of Germanna Community College and the Virginia Community College System to provide equal employment and educational opportunity for all persons without regard to race, color, religion, national origin, political affiliation, veteran status, gender, age, or sexual orientation, and for all otherwise qualified persons with disabilities.  This policy permits appropriate employment preference for veterans.  (Cross reference, VCCS Policy Manual, Section 3.14.0; see http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf )

4.2
Personnel Information

4.2.1
Appointment Periods

1.
Nine (9) Month Contracts–Teaching Faculty:  period begins August 16 and ends May 15.

2.
Twelve (12) Month Contracts:  applies to all administrative personnel holding faculty rank, including deans, directors, coordinators, and counselors.  This period begins July 1 and ends June 30.

4.2.2 Personnel Files Management

Personnel files are managed and maintained by the Human Resources Officer.  Procedures for privacy and access are available from the Office of Human Resources.  

4.2.3 Part-Time Faculty Policy and Procedures

A distinction is made between appointments of full-time and part-time faculty.  The system’s Professional Employee Appointment Policy in Appendix 4C addresses the terms for full-time faculty, (VCCS Policy Manual, Section 3.4.0). The policies and procedures governing part-time faculty appointments are published in the Part-Time Faculty Handbook, http://www.germanna.edu.

4.3 Salary and Pay Information

4.3.1 General Payroll Policy

All employees of the Commonwealth of Virginia (full-time and part-time) must be paid on State payrolls regardless of the source of funds.  All payroll sections are subject to prior approval by the State Department of Accounts.  

4.3.2 Determination of Faculty Entry Level Salaries

The entry-level salary for each newly appointed faculty member is established through the assessment of the individual’s additional qualifications in relevant teaching experience, related occupational experience, and education beyond those used to determine rank.  The procedure is explained in appendix 4A (Cross reference, VCCS Policy Manual, Section 3.8.0).  

4.3.3 Types of Payrolls


There are three types of payrolls for the payment of personnel at the college:

1. semi-monthly payrolls covering regular full-time faculty and classified personnel;

2. payrolls covering wage employees;

3. payrolls covering part-time faculty

4.3.4 Pay Periods

All full-time faculty and staff are paid semi-monthly (1st and 16th of each month).  Part-time faculty are paid four times during the fall and spring semester, and twice in the summer, and employees on wage status (hourly) are paid bi-weekly.  Payroll information can be obtained from the Payroll Officer located in the Human Resources Department.  Direct Deposit and enrollment in Payline are required for all Commonwealth employees.

The Payroll Administrator has information about how to participate in this program.

4.3.5
Merit Pay Plan (Reference VCCS Policy Manual, Section 3.8.3)

In accordance with Section 3.8.3 of the VCCS Policy Manual, Germanna Community College has developed a merit pay plan that meets the specific guidelines of the policy.  The merit pay plan for Germanna Community College provides for merit recognition in four ways: 1) the granting of a multi-year appointment where applicable, 2) the granting of a promotion, 3) the granting of a merit award salary increase, 4) and the granting of a non-cumulative merit bonus.  
Under this plan, all persons with faculty rank shall have included within their performance evaluation, completed by their immediate supervisor, a summary rating as defined below:

Excellent:
Consistently delivers outstanding performance, substantially exceeding performance standards.

Very Good
Clearly exceeds performance standards.

Good
Performs satisfactorily, meeting performance standards.

Fair
Marginally meets performance standards.  Improvement required.
Unsatisfactory
Fails to meet performance standards.
Merit Salary Awards will be awarded only to those faculty members whose performance is evaluated by their immediate supervisor as meeting or exceeding standards (summary ratings of Good, Very Good, or Excellent). Faculty members will receive these awards in accordance with the following plan.

Faculty members receiving a summary rating of Excellent will be granted at least a 20% larger Merit Salary Award than those receiving a Very Good summary rating, and those receiving a summary rating of Very Good will be granted a 20% larger Merit Salary Award than those receiving a Good.  Merit Salary Awards for faculty members receiving Very Good and Good evaluation summary ratings will be limited by the maximum pay for the rank.

If the faculty member received an evaluation summary rating of Excellent and the merit award exceeds the maximum pay for the rank, then the faculty member may be granted a non-cumulative merit bonus for the remainder of the merit award for that contract year.

When granted a promotion, faculty members will receive an increase of 1.2% of their current salary or the amount required to bring the faculty member’s salary to the minimum of the new rank.  This increase may not be less than $500.00.

4.3.6 Summer Pay Plan (Reference VCCS Policy Manual 3.8.2)

The current Germanna Community College summer pay plan is that full-time faculty will receive regular summer pay for the first six credits of their summer teaching assignment.  Any additional credits taught will be compensated at either the part-time rate or the 0.015 rate, whichever is higher.  The calculations for summer pay are reviewed annually and may be adjusted.  In addition, there will be no pro-rating of classes.  The Division Deans, in consultation with the Vice President for Academic Affairs and Student Services will determine whether the enrollments are sufficient for the class to be offered.  Faculty teaching in the summer will be expected to hold two office hours per week for the course for which regular summer pay is received and one office hour per week for any class(es) for which the faculty member is not receiving regular pay.

Faculty teaching in the summer session will also be asked to do some limited advising, which may include, during office hours, and/or during registration periods in conjunction with Student Orientations.

4.4    
Academic Personnel Evaluation

Adopted February 21, 2003

GERMANNA COMMUNITY COLLEGE

FACULTY EVALUATION PLAN PREAMBLE

The faculty of Germanna Community College, in order to promote a positive evaluation of their performance as professional educators, declare a strong commitment to the philosophy of the comprehensive community college, and to the maximum personal and intellectual growth of students.  The faculty also declare that teaching students is the primary goal of faculty and that the focus of instruction in their respective subject matter areas is the major thrust of the faculty’s obligations to the college community.  As teachers, the faculty strive to help students develop their interests and abilities to their fullest capacities and thereby become better persons, better workers, and better citizens.

Any process of faculty evaluation should be governed by the overarching goal of improvement:  improvement in the performance of tasks and responsibilities defined by our contractual obligations; improvement in our professional relationships with colleagues, supervisors, students, and the community; improvement in maintaining competence in our disciplines or fields of specialization; and improvement in our adherence to the policies, procedures, and regulations of the Virginia Community College System and Germanna Community College.  Ultimately, the process of faculty evaluation should be positive, proactive, and growth oriented for all participants.  It is in this overall spirit of positive improvement in instructional efforts that the Germanna Community College faculty approved the following criteria, guidelines, parameters, and suggestions regarding the faculty evaluation process.

4.4.1 Faculty Improvement and Evaluation system

Faculty evaluation is intended to be a positive process to bring about improvement in teaching and related responsibilities.  The review process must be a progressive and cooperative undertaking between the faculty member and his or her Division Dean.  Objectives of this collaborative effort shall include:  identification and recognition of accomplishments and successes, identification of areas that may need improvement, and suggestions or recommendations for continuing professional development and improvement.  The overall performance evaluation rating shall provide the basis for reappointments, multi-year appointments, academic rank promotions, and salary compensations as prescribed by established Virginia Community College System and Germanna Community College policies and procedures (VCCS Policy Manual, 3.6.1.5 & 3.4.0.4.0).

Faculty rank personnel will be evaluated at least two times during the first year of employment and at least one time during the second and each subsequent year of employment (VCCS Policy Manual, 3.6.1.5.0).

The evaluation cycle shall commence with the summer session (if applicable) and include the fall and the spring semester to coincide with the academic-year.

Criteria for evaluation shall include (VCCS Policy Manual, 3.6):

I. Performance of tasks associated with teaching effectiveness as delineated in the GCC Faculty Position Description (GCC Faculty Handbook, 2.7.20 & VCCS Policy Manual, 3.6.1.3; 3.4.0.4.0).

II. Effectiveness in establishing and maintaining positive professional relationships with colleagues, supervisors, students and the community (GCC Faculty Handbook, 2.7.19).

III. Effectiveness in maintaining a current competence in the particular discipline or field of specialization (GCC Faculty Handbook, 2.7.19).

IV. Adherence to policies, procedures, and regulations of the Virginia Community College System and Germanna Community College (GCC Faculty Handbook, 2.7.19).

If additional criteria are to be considered during a specified evaluation cycle, they shall be stated in writing when the Division Dean and the faculty member establish goals and objectives as specified below.

The Division Dean will determine an annual performance rating for each of the above four criteria and prepare a written summary of the evaluation.  An overall, summary performance rating will be assigned on the basis of the ratings for each criterion.  The Minimum Criteria for a Rating of “Good” (Appendix 4-A) and the list of Suggested Activities for “Very “Good” or “Excellent” Rating (Appendix 4-B) will serve as guidelines in reaching the overall performance rating.  The major weight shall be on teaching, by working with students in classrooms, laboratories, individual conferences, and related activities to help the students develop their interests and abilities to the fullest capacity to become better persons, better workers, and better citizens (VCCS Policy Manual, 3.5).  

The weights for each criterion shall be as follows:  I--70%, II--10%, III--10%, IV--10%.  In each category, the faculty member will receive a score of 6 or 7 for excellent, 4 or 5 for very good, 2 or 3 for good, 1 for fair, and 0 for unsatisfactory.  To arrive at the overall performance rating score, the rating received for each criterion is multiplied by the percentage weight for each criterion.  The sum of the four products equals the overall score.  The faculty member must receive a minimum weighted average score of 5.9 for excellent, 3.9 for very good, 1.9 for good, .9 for fair, and less than .9  for unsatisfactory.

 0.70 x Criterion I rating   = score 

 0.10 x Criterion II rating  = score 

 0.10 x Criterion III rating = score

0.10 x Criterion IV rating = score

                                       

Total Score_____     

Evaluation ratings of Excellent, Very Good, Good, Fair, or Unsatisfactory are defined as follows (VCCS Policy Manual, 3.6.1.4, a.—e.):

· Excellent—Consistently delivers outstanding performance, substantially exceeding performance standards.

· Very Good—Clearly exceeds performance standards.

· Good—Performs satisfactorily, meeting performance standards.

· Fair—Marginally meets performance standards.  Improvement required.

· Unsatisfactory—Fails to meet performance standards.

Goals and Objectives—From 01 April to 15 May of each spring semester, the faculty member will schedule an appointment with his or her Division Dean.  Prior to this meeting, the faculty member will complete a draft of the Goals and Objectives form (Appendix 4-C).  During the meeting the faculty member and the Division Dean will identify the goals and objectives for each of the four criteria that will be used as the basis for the faculty member’s evaluation for the upcoming evaluation period.  Goals and objectives for each criterion (including any additional ones established) will be made during consultation between the faculty member and the Dean.  Activities and/or accomplishments that must be completed to support the assignment of agreed upon ratings for all four criteria will be specified.  Any reservations by the faculty member or the dean shall be noted in writing.  The faculty member and the Division Dean shall sign the Goals and Objectives Form (Appendix 4-C).  

Evaluation is a progressive process.  The faculty member and the dean may amend goals and objectives by mutual written consent.  It is the Division Dean’s responsibility to bring either strengths or weaknesses to the faculty member’s attention in a timely manner.  Either party can call optional meetings prior to the 01 April-15 May meeting when needed.

Self-Evaluation Form—By 01 February of each spring semester, all faculty members will complete the Self-Evaluation form (Appendix 4-D).  Faculty members will provide documentation to support their progress in meeting their goals and objectives for the evaluation period, using the Basic Data Form (Appendix 4-E) and other documents if applicable.  Multi-year appointment review procedures require that a preliminary self-evaluation be submitted to the Division Dean by 15 January during years when a faculty member is eligible for multi-year consideration.  For promotion review, the preliminary self-evaluation is to be submitted to the Dean by 01 February (GCC Faculty Handbook, 4.4.5 & 4.4.6).

Evaluation by Division Dean —By 01 April of each spring semester, the respective Division Dean will evaluate all full-time faculty members under his or her supervision by completing the Evaluation by the Division Dean form (Appendix 4-G), including meeting with each faculty member.

Faculty members shall sign the evaluation form, indicating they have read the evaluation.  Signing the form does not necessarily indicate that the faculty member is in agreement with the evaluation.  Faculty members will have the right to examine all materials utilized in the development of the evaluation and shall be provided an opportunity to present a rebuttal, which shall become a part of the record (VCCS Policy Manual, 3.6.1.5.2).    

The signature page will include a checklist of items to be reviewed at signing of the evaluation:

· The VCCS-29 criteria for promotion were reviewed.

· The faculty member was given a copy of the evaluation.

· The faculty member was offered the opportunity to submit a written response to the evaluation.

Student Evaluations

· A minimal core group of common survey questions will be used by all faculty with additional questions added by individual faculty members as they choose (Student Evaluation Form, Appendix 4-F).

· The frequency of student evaluations should be once a year in the fall semester for full-time faculty after their first full academic year of employment.  Faculty members may elect to use student evaluations more frequently and have them included in their performance review.

· First-year faculty will be evaluated in the fall and in the spring.

Classroom Observation and/or Other Optional Procedures—Faculty members are encouraged to use the option of peer and/or administrative review that may include classroom observations.  While not required, faculty members may adopt professional development strategies to include observations and/or collaboration with their peers or supervisors that the individual faculty member deems potentially beneficial.  According to the particular interests for professional development, the arrangements for optional activities will be at the discretion of the faculty member and the Dean.  A faculty member may include such activities in his or her goals and objectives for the evaluation cycle.  (The use of documented optional procedures and assessments may be used to support an excellent rating for Criteria I and II as well as an overall excellent rating.)

Completion of the Evaluation Cycle—By 15 April the Division Dean will forward the completed and signed written summary evaluations to the Human Resources Office and will be retained in the faculty member’s permanent personnel file.  All evaluation documents and files will be treated in a professional and confidential manner. 

Appeal—Administrative, professional, and teaching faculty may appeal their evaluation through the Faculty Grievance Procedure (VCCS Policy Manual, 3.6.1.5.3)

Review of Evaluation Plan—The GCC plan for faculty evaluation shall be reviewed periodically.  The review process shall provide for the involvement of all full-time teaching and administrative faculty members.  Recommendations for change shall be approved by a majority of the full-time faculty rank personnel and submitted to the President for final approval and implementation.  If the recommended changes are not approved, the President must submit recommended modification for further consideration and re-submission.  In the meantime, the existing plan shall remain in effect (VCCS Policy Manual, 3.6.2.5.4). 

Academic Freedom—Evaluation shall not be used to restrain faculty members in their exercise of constitutional rights or academic freedom as set forth in the State Board for Community Colleges’ Statement of Academic Freedom and Responsibility (VCCS Policy Manual, 3.6.1.5.5 & 3.5.5).

4.4.2
Plan for Evaluation of Administrative Faculty (Adopted February 21, 2003)

The plan for evaluation of administrative faculty rank personnel incorporates the principles and concepts of the Faculty Improvement and Evaluation System as delineated in Section 4.4.1 of the GCC Faculty Handbook.

The purpose of evaluation is to enhance job performance.  The review process must be a progressive and cooperative undertaking between the administrative faculty member and his or her immediate supervisor.  Criteria shall include:
1. Effectiveness in the performance of tasks delineated in the appropriate position description.
2. Effectiveness in establishing and maintaining positive professional relationships with colleagues, supervisor, students, and the community as applicable.
3. Effectiveness in maintaining a current competence in the particular discipline or field of specialization as appropriate to the specific administrative position description.
4. Adherence to policies, procedures and regulations of the College and VCCS.

Evaluation ratings of Excellent, Very Good, Good, Fair, or Unsatisfactory will be assigned for each criterion and for an overall rating.  
1. Excellent—Consistently delivers outstanding performance, substantially exceeding performance standards.
2. Very Good—Clearly exceed performance standards.
3. Good—Performs satisfactorily, meeting performance standards.
4. Fair—Marginally meets performance standards.  Improvement required.
5. Unsatisfactory—Fails to meet performance standards. 
Goals and Objectives—Between July 1 and August 31 each administrative faculty member will work with his or her supervisor to establish annual goals and objectives that are consistent with the College’s Strategic Plan.  Goals and objectives may be amended at any time by mutual written consent.  It is the supervisor’s responsibility to bring either strengths or weaknesses to the administrative faculty member’s attention in a timely manner.  

Evaluation of administrative faculty by teaching faculty and staff members (as appropriate and applicable) will be completed and submitted to the administrative faculty member for his or her review by March 1.

Self-evaluation—Each administrative faculty member will prepare a brief report for his or her supervisor, giving the status of goals and objectives and including other pertinent information.

Supervisor’s Evaluation—Supervisors will complete the annual performance review by May 1.  The review shall include one or more conferences between the faculty member and the supervisor and a completed rating sheet and supporting written narrative that has been checked for completeness and signed by both parties.  The President may review evaluations as appropriate or when requested to do so.  An original signature copy of the evaluation form shall be submitted to the personnel file.      

4.4.3
Academic Personnel Contract Renewal and Promotion

Normal Minimum Criteria for each faculty rank is listed in the chart (VCCS 29) presented in Appendix 4A.

4.4.4
Contingency Conditions and Promotions

VCCS Policy 3.7.0.2.3: “Administrative and teaching faculty must be fully qualified for promotion by the effective date of the Rank and Salary Proposal.  Contingency conditions for promotion must be entered in the special conditions or assignments section of the rank and salary proposal.”

By January 25 of each year, prospective candidates for promotion must present a specific plan for completion of any contingency condition(s) and reasonable evidence that the plan can be completed by the effective date of the rank and salary proposal.  All contingency plans are subject to the recommendations of the immediate supervisor and the Vice President for Academic Affairs and Student Services, and to approval of the President.

4.4.5
Faculty Multi-Year Contracts and Promotions

When a faculty member is eligible for promotion or multi-year appointment, the Division Dean will forward a one-page letter of recommendation to the Vice President for Academic Affairs and Student Services who will review and forward it to the ad hoc faculty review 
committee.  The yearly annual evaluation will be used in the preparation of the recommendation.

The ad hoc peer review committee will review faculty portfolios and recommendations by the Division Dean and the Vice President for Academic Affairs and Student Services for faculty eligible for promotion or multi-year appointment.  The faculty member will have the option of meeting with the committee for an interview and presentation of any further evidence of his or her performance.  The ad hoc committee will then meet privately to consider student evaluations, recommendations, and other material provided, emphasizing classroom performance most heavily.  The committee’s recommendations will then be forwarded to the President in the form of a letter of recommendation written by the elected committee chairperson or as otherwise designated by the committee.

Multi-year appointment and promotion are two separate procedures.  Multi-year appointment recommendations will be completed for the March 1 deadline and promotion recommendations will be completed subsequently for the April 1 deadline.  For both procedures the President, according to VCCS Policy, will establish the ad hoc review committee.  However, the members of the multi-year and the members of the promotion review committees may not necessarily be the same individuals.

The Division Deans and the Vice President for Academic Affairs and Student Services recommendations regarding faculty eligible for multi-year appointment are due to the ad hoc peer review committee by January 15.  Committee recommendations to the President are due February 15.  Notification to the faculty member from the President is due March 1.

The Vice President for Academic Affairs and Student Services recommendations regarding faculty eligible for promotion are due to the ad hoc peer review committee before January 31.  Committee recommendations are due to the President by March 1.  Copies of the recommendations are also to be sent to the appropriate Division Dean.

4.5
Fringe Benefits

4.5.1 Programs Eligible for Payroll Deduction 
Only the following programs are eligible for payroll deduction:

1. Medical – Germanna Community College participates in the state-wide health benefits program.

2. Life – The state provides a group term life insurance policy at no cost to the employee.  Coverage is equal to twice the amount of annual salary rounded to the next highest $1,000.  Employees who desire optional, additional term life insurance should see the link for Healthcare and Benefits under Human Resources on the College’s web page.  Premiums for this optional insurance can be paid through payroll deduction.
3. Disability Income Protection – Employees may purchase disability income protection from FBMC listing of participating state approved companies.  The cost must be borne solely by the employee.

4. Combined Virginia Campaign – The state campaign combines all statewide charitable appeals into a single, state-supported campaign that is held at various times between September and December.  It is the only statewide charitable fund-raising program for which payroll deduction is authorized.  The Combined Virginia Campaign gives state employees the opportunity to designate charities from a diverse list of qualified health and human care agencies.  Contributors may give to charities that provide health and human care services to Virginians within their own communities or they may choose recognized national or international charities.

5. Germanna Educational Foundation Contributions – provide essential support for the college and its academic programs through the “Fund for Germanna Community College.”  Individuals also have the opportunity to designate gifts for scholarships, projects and funds, such as the Richard Gossweiler Emergency Fund, which assists students with short-term emergency situations directly related to their educational expenses.
4.5.2 Tax Sheltered Annuity and Deferred Compensation Plans

Employees may purchase a Tax Sheltered Annuity and/or a Deferred Compensation Plan through the FBMC listing of participating state approved companies.  The Commonwealth of Virginia 457 Deferred Compensation Plan is administered by Great West.  The cost of participating in one of these voluntary retirement savings program will be borne solely by the 
employee.  The state provides matching funds at 50% of the employee’s contribution up to a maximum of $20.00 per pay period.

4.5.3 Retirement    
See also:  http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
Full-time faculty may choose between the Virginia Retirement System or the Faculty Optional Retirement Plan (ORP). The ORP is a defined contribution plan, and the college makes a contribution of 10.4% of creditable compensation for the employee. The employee member selects from one of two providers and decides which of the investment products to use. The retirement benefit is based on contributions plus investment gains or losses, with the total risk borne by the employee. 

Retirement benefits are provided through the state’s retirement plan (Virginia Retirement System), TIAA-CREF, or Fidelity.  Employees must choose a retirement plan within 60 days of their employment date.  If no plan choice is made within 60 days, the employee will automatically be covered by the VRS.  Participation in one of the retirement plans is mandatory, and the state’s contribution is based upon a specific percentage of the employee’s salary, dependent upon which retirement plan is elected. Contributions made by the Commonwealth into any of the retirement accounts does not effect or lower the employee’s pay in any way.

NOTE:  The insurance and retirement benefits noted above are provided only for salaried employees on a full-time permanent status (permanent nine-month faculty are considered full-time).

4.5.4 United States Savings Bonds

Enrollment in this plan may be completed at any time by contacting the Human Resource department for the proper procedures.

4.5.5 Personal Leave

Faculty electing the Virginia Sickness and Disability Program (VSDP) shall have personal leave as specified in VSDP policy. For faculty not eligible for, or not electing VSDP, personal leave of three (3) days shall be granted at the beginning of the academic year to all full-time 9-month teaching faculty members. In all cases, the smallest unit of leave shall be a half-day. For example, an absence of two hours will be charged as 4 hours of leave.

Absences of more than one-half day shall be charged on a day-for-day basis (5 days, 40 hours, per week) regardless of the faculty member's schedule (See sick leave for exception for faculty on Family Medical leave). This leave may be taken by faculty members at their discretion, provided satisfactory prior arrangements have been made with the faculty member’s supervisors. Personal leave is not intended for recreational purposes. Unused personal leave shall be converted to sick leave accrual at the end of the summer term following the academic year for which it was granted. The personal leave policy shall not apply to participants in the Virginia Sickness and Disability Program (VSDP) with the following exception: the smallest unit of leave charged shall be a half-day. (See VCCS Policy, 3.9.2)

4.5.6 Sick Leave (VRS Traditional)

Sick leave for full-time (P-3) 9-month teaching faculty members shall accrue at the rate of four and a half (4 ½) days per academic semester, awarded on the first day of each semester.  There shall be no limit on the amount of sick leave that can be accrued.

Faculty members or administrators who are absent due to illness must fill out a leave form immediately upon their return to the College.  A physician’s certificate may be required after 3 days of sick leave.  Personal leave and sick leave records for faculty and annual leave and sick leave for administrators are maintained by the Human Resource Office.

4.5.7
VSDP

The Virginia Sickness and Disability Program was established for the purpose of providing short-term and emergency disability benefits (income replacement), in conjunction with sick and personal leave, for state employees.  (See Department of Human Resource Manual Policy 4.57).

4.5.8 Leave Without Pay

Leave of absence without pay may be granted by the College for:

(1) professional development related to one’s discipline or occupational field

(2) educational leave in excess of such leave allowable with pay

(3) full-time study

(4) foreign teaching assignments or exchange teaching

(5) military leave in excess of such leave allowable with pay

(6) illness or personal reasons when sick or annual leave is exhausted, i.e., Family and Medical Leave.

Accumulated leave balances may be retained during absences without pay.  Absences may not exceed 12 calendar months, except for military active duty, approved course of study or emergencies affecting the national welfare.  During any leave without pay, no sick or annual leave will be earned.

To request a leave without pay, if the employee knows he/she will need to take the leave in advance, the employee should make a request in writing to his/her supervisor as far in advance of the leave as possible.  This request should include the reason for the leave without pay, along with any dates that the employee will be requesting paid leave.  The Department Chair will seek approval through the Division Dean and will respond in writing to the employee. 

4.5.9 Leave to Provide Community Service

This policy permits agencies to provide employees time off with pay (16 hours per calendar year) for service within their communities.  Such service may be provided through school assistance or as a volunteer member of a community service organization.  (See Department of Human Resource Manual Policy 4.40)

4.5.10 Family and Medical Leave

Family Medical Leave provides eligible faculty with up to 12 weeks of unpaid family or medical leave in a calendar year as a result of:

· the birth of a child or the placement of a child with the employee for adoption or foster care, 
· the need to provide  care for a family member (child, spouse, or parent) with a serious health condition, or

· the inability to perform the responsibilities of his/her position because of the faculty member’s own serious health issue.

This policy shall be administered in accordance with Department of Human Resource Management, Policy 4.20.

4.5.11 Worker’s Compensation Leave

Worker’s Compensation is the benefit provided to employees by the Virginia Workers’ Compensation Act if they suffer work-related injury or disease.  Claims and decisions will be made in accordance with the policies and procedures of the Department of Human Resource Management and the Division of Risk Management Policy 4.60.

4.5.12 Military Leave

Military leave is granted with or without pay to faculty and classified employees for active duty in the armed services of the United States or for employees who are former members of the armed services, or current members of the U.S. reserve forces or the Commonwealth militia, or the National Defense Executive Reserve.  Requests and approvals will be made in accordance with the policies and procedures of the Department of Human Resource Management Policy 4.50.

4.5.13 Effect of Leave With and Without Pay for Periods Exceeding 14 Calendar Days

Periods of leave with or without pay (except for the use of earned annual or sick leave, educational leave, sabbaticals, or military leave) of over 14 calendar days cause a discontinuity for a semester, disqualifying the semester from counting towards a full year of employment.  A discontinuity is not a break in service.  Since granted leave involves reemployment, leave is not automatically given to any person who requests it.  A leave of absence with or without pay shall not be granted for more than 12 calendar months.

1. Leave agreements:  Leave agreements shall be developed and signed by both the college President and the faculty member.  Agreements shall state the right and condition of reinstatement and must include an explanation of policies that affect changes in salary, benefits, retirement and seniority.  Faculty members may be allowed to retain any applicable leave balance to their credit as part of the leave agreement.  No leave without pay agreement shall exceed one fiscal year in length.  Prior to signing, the faculty member shall be informed of the contents of the agreement.  A copy of the agreement shall be placed in the faculty member’s personnel file prior to the beginning of the leave.  While leaves with and without pay are considered on an individual basis, the following will apply:

a. Merit Salary Award:  Faculty returning from a leave that has prevented them from receiving an evaluation shall be awarded increases in accordance with guidelines developed by the college.  These guidelines will be in writing.  The merit salary award shall be applied to the salary in effect on the last contractual work date prior to the effective date of the leave.

b. Leave Accrual:  For twelve-month faculty the leave accrual anniversary date for annual leave will be advanced according to the time the faculty member is on leave.  During the time of the leave period, no leave will be earned.  It will also not accrue after 60 consecutive workdays of leave with pay regardless of the type of leave to which the absence is charged.

c. Service Credit Toward Sick Leave Payout:  Leave time is not credited as service toward the five years of continuous VCCS service which is required to receive a payment for sick leave balances upon separating from state service.

d. Retirement:  Service credit is granted for any pay period in which qualifying compensation has been received by the faculty member.  If a faculty member is on leave without pay for an entire pay period, no contributions will be made.
e. Benefits:  For faculty on leave with pay or with partial pay, deductions for health insurance continue.  For leave without pay, health insurance payments for the state portion must be paid by the first day of each month of coverage
f. Multi-Year Appointments and Promotions:  A year of full-time employment is comprised of two academic semesters (fall and spring), the salary for which is chargeable to a single fiscal year’s budget.  Leave resulting in employment less than this period shall not count toward the time eligibility period for a multi-year appointment or for promotion.  Faculty holding three and five-year appointments who are granted educational leave of absence with partial pay and are not employed full-time during at least two academic semesters of the period August 16 – August 15 of the following year, shall have their current multi-year appointments extended for one year.
2. Return From Leave:  A faculty member returning from a leave of absence without pay during or at the end of the period for which the leave was granted shall be entitled to reinstatement under the conditions of the leave agreement.  Faculty members returning from leave without pay shall normally be reinstated to their former positions unless they sign an agreement releasing the college from this commitment or unless college organizational changes require the reassignment of the faculty members.
3. Required Notice to President:  Faculty members who have not notified the President in writing by February 1 of their intent to return will automatically be separated as employees of the college.  Any other date must be agreed to by the President and the faculty member and be included in the leave agreement.

Exceptions
a. Educational Leave:  For administrative and professional faculty on educational leave with half pay, the leave period will be counted as full-time employment when determining the rate of annual leave accrual rate.  For all faculty, educational leave with or without pay shall not disqualify the leave period as counting towards a year of service for purposes of promotion or multi-year appointments.  However, no more than two academic years may be exempted from the years of full-time service requirement because of educational leave.
b. Sabbaticals:  Faculty granted sabbaticals will have the leave period regarded as a year of full-time employment, except that leave will not accrue.  Upon returning from the sabbatical, a merit salary award shall be applied to the salary in effect on the last contractual workday prior to the effective dates of the sabbatical.  The faculty member shall be awarded increases in accordance with guidelines developed by the college.  These guidelines will be in writing. 
c. Military Leave:  a military leave of absence for a member of a reserve unit that is called to active duty, and who upon completion of his or her military obligation returns immediately to the college, shall have the active military duty period count.
d. Family/Medical Leave:  Designated and approved family/medical leave will be counted towards a year of service for purposes of promotion or multi-year appointments.

4.5.14
Leave Sharing for Faculty

Leave sharing for teaching faculty and administrative/professional faculty shall be in accordance with Policy Number 4.35, State Department of Human Resource Management Policies and Procedures Manual.  Teaching faculty are eligible to participate only as leave recipients since they do not earn annual leave.  Faculty should submit leave requests to their immediate supervisor for processing.

4.5.15 Holidays

Holidays are observed as they are indicated in the college catalog and academic calendar.  Faculty members are expected to assume normal teaching responsibilities in accordance with their contract and the academic calendar as printed in the college catalog, unless the calendar is officially revised due to extenuating circumstances.

4.6
Professional Development

Germanna Community College is committed to the continuing development of its human resources.  Professional development is defined as a systematic process of renewal that ultimately creates an environment conducive to learning and growth for students, educators, and staff.  Professional development is a philosophical approach, not an event.  The individual, Germanna Community 
College, and the Virginia Community College System share the responsibility for faculty professional development.

4.6.1   
 Educational Aid Reimbursement and Continuous Learning 

A.
Purpose

To describe the college’s program of educational aid and continuous learning for credit courses and to provide specific guidelines for full-time and part-time GCC employees and faculty to enroll and participate in credit classes. This policy does not apply to non-credit classes.  Educational aid and Continuous Learning for Germanna employees is authorized and defined in Appendix VII to Section 3 in the VCCS Policy Manual. 


Definitions: 

Educational Aid-- Funding for credit courses offered at other institutions, either undergraduate or graduate credit that are part of a degree program or part of the employee development plan. 

Continuous learning--Credit courses offered at Germanna Community College to full-time and part-time college employees at no cost. The courses may be job related or non-job related. Employees may participate in up to four credit hours in one semester. Courses must be taken outside of the employee’s established work schedule. Costs of books and other study materials shall be the sole responsibility of the employee. The college shall bear the cost of tuition and related mandatory fees only; there are no provisions for payment or reimbursement of books, travel, or other study-related expenses. 

B.
Procedures-Educational Aid Reimbursement and Continuous Learning 
 Eligibility: 


a.
Be a full-time teaching or full-time administrative faculty under contract at time of request and for the entire length of course.  

b. 
Be a full-time staff or wage employee at the time of request and for the entire length of course. 

c.
Be a wage employee scheduled to work a minimum of 750 hours per year. 

d. 
Receive a rating of at least Good (Faculty) or Contributor (Staff) on their most recent performance evaluation. 

e. 
Have a current Faculty or Employee Development Plan that outlines requested course in 

the context of overall continuous learning goals. 

C.
Coursework and limitations- Educational Aid
Subject to supervisor’s approval in advance, employee may take a course during work hours.  The following conditions apply: 

a.  Maximum time away from one’s workstation will be limited to three (3) hours per week. 

b.  Employees may either arrange to take accrued leave or arrange for a schedule 
adjustment to ensure accounting for scheduled work time.  


c. 
Approval of requests to take courses during work hours will be contingent upon meeting the needs and requirements of job profile and assigned work responsibilities. Priority will be give to ensure that absence of an individual will not negatively affect the functions in a given area. Supervisors will have final authority for approval or disapproval of requests to take courses during work hours. 

D.
 Application and Approval Process- Educational Aid
The purpose of educational aid reimbursement must be clearly identified by one or more the categories listed on the Educational Aid and Continuous Learning Request Form. (A copy of form VCCS 16 is provided as Appendix 4H.)

a. 
Faculty and staff should submit a request and related documentation to their supervisor for initial approval. 


b. 
Immediate supervisor should review requests carefully for eligibility and for appropriateness of the requested activity. 


c. 
The supervisor will forward the request and related documentation to the appropriate member of President’s Council who will review and, if approved, then forward to the Human Resource Office. 


d. The Human Resource Office will review and compile all eligible requests and forward to 

the
President’s Office along with recommendations based upon available funding. 


e. The President or designee will make a final decision on each request, based on  


the recommendation of the supervisor and available funding 


f. 
Upon disposition, a copy of the approval form will be sent to the employee. 


g. 
Every effort will be made to fund each request for the maximum allowed per semester ($500 or one course--whichever is higher). 


h. 
Depending on available funding, it may be necessary to cap the maximum at a lower  


amount in order to fund all requests at least partially. 


i. 
Funding requests for dissertation research are limited to a maximum of 3 credit hours or  


1 semester, whichever is greater. 

E.
Deadlines for submission of Educational Aid and Continuous Learning requests to the Human Resource Office are as follows: 
 Semester deadlines: 

 Fall 

Third Friday in July 
 Spring 

Third Friday in November 
 Summer 
Third Friday in April 

F.
Reimbursement—Educational Aid
Within 30 days of course completion, the employee will submit the following documentation to the Human Resource Office to receive reimbursement: 

a.  A copy of the approval notice 

b.  Documentation of payment for the course and copy of grades. Eligibility for 
     reimbursement is contingent upon successful completion of the course. (“C” or higher for 

     undergraduate courses and “B” or higher for graduate courses)

c.  A completed check request form 

  d. Requests for exceptions to the reimbursement process must be preapproved by the                                                         President or designee. 

The employee must notify the Human Resource Office if s/he fails to complete the course or meet the minimum grade requirement. Failure to notify the Human Resource Office of these events may result in loss of future educational aid eligibility. In the event an employee leaves employment with Germanna Community College prior to completing the course, s/he will not be eligible for reimbursement. Employees who receive educational aid for the attainment of a job-related certification, licensure or degree are not guaranteed additional compensation allowed under the provision of the College’s In-Band Adjustment Policy. 

G.
Types of Programs

Following are definitions of the types of programs for which educational aid may be available.

(1)  After hours programs.  These are primarily night school, distance-learning, online, and correspondence courses taken by employees while they continue their regular duties.

(2)  During hours (non-credit programs).  These consist of part-time or full-time instruction which does not provide academic credit and which requires partial or total absence from regular duties, usually for not more than eight weeks.



(3)  During hours (credit) programs.  These consist of part-time instruction that provides academic credit. Credits earned may be applied towards a degree or may satisfy of the employee’s professional development plan in part or in total.  This category includes courses taken during a period of reduced employment and courses taken in addition to full-time employment.


(4)  Resident study programs.  These consist primarily of full-time instruction which is undertaken at an accredited institution of higher learning and which provides academic credit towards a degree. This includes summer school courses attended by employees whose regular employment is for an academic year, and studies, in such fields as art and music, which are conducted on an individual basis by established artists. 




H.  

Forms of Educational Aid


The following are the forms of educational aid that may be provided:                     

(1)  For after hours programs.   If approved, then the college may reimburse an employee for the amount approved upon presentation of (a) a certificate or diploma showing that the course has been completed successfully, and (b) a certified bill or receipt for the cost.  Registration, laboratory and tuition fees may be included in the cost; books and other study materials charged, or purchased, separately as the property of the employee are not to be included in the cost paid by the State.  Educational Aid shall not provide reimbursement of travel or living expenses.  
An employee should normally be limited to no more than six credit hours of course work per semester in an after-hours study program.  However, the President may approve course work in excess of six credit hours, provided it is in the interest of the effective and efficient operation of the College.  The number of after hour’s courses cannot be permitted to interfere with the normal performance of the employee's job duties.

(2)  For during hours (non-credit) programs.  The college may pay salary, travel expenses, living expenses (when the training is away from the normal place of work), and fees.  Books and other study materials charged or purchased separately by the employee are not to be included in the cost paid by the State.  Payment for the institutional expenses noted may be made directly to the institution or as a reimbursement to the employee.

The period of absence will be regarded as active service for purposes of increase for merit consideration.  Sick and annual leave allowances will be earned during the period of absence only if accurate records of course attendance are maintained and appropriate leave charges are made.  The period will be counted in determining the rate of annual leave accrual.
(3)   For during hours (credit) programs.  Employees may be excused from duties to attend classes and still be considered in full-time employment when a study program provides no more than three semester hours (or equivalent) credit; full salary may be continued, and academic fees may be paid.  If the study program provides more than three semester hours (or equivalent) credit, the employment is considered as part-time; full salary may be paid only for the work period and half salary for the time of absence.

Books and other study materials charged or purchased separately as the property of the employee are not to be included in the cost paid by the State.  Payment for the expenses noted may be made directly to the institution or as reimbursement to the employee.  Reimbursement of travel or living expenses is not provided.

The period of absence will be regarded as active service for purposes of salary increase for merit consideration.  Sick and annual leave allowances will be earned and absences charged (on a proportionate basis if employment is part-time).  The period will be counted in determining the rate of annual leave accrual.



(4)  For resident study programs.  The college shall not pay more than half salary plus registration, laboratory, and tuition fees.  Books and other study materials charged or purchased separately as the property of the employee are not to be included in the cost paid by the State.  Payment for the expenses noted may be made directly to the institution or as reimbursement to the employee.  Educational Aid shall not provide reimbursement of travel or living expenses.  
The period of absence will be regarded as active service for purposes of salary increase for merit consideration.  Neither sick nor annual leave will be earned during the period of absence, but the period will be counted in determining the rate of annual leave accrual.                              

(5)  Partial pay for faculty on educational leave.  The base salary utilized to compute the partial pay will be the salary in effect on the last workday prior to the period of educational leave
The effective date to be utilized when placing nine-month faculty on educational leave with or without pay shall normally be the first day of the Fall or Spring semester.


I.  

Obligations of the Educational Aid Recipient
The following define the obligations of a college employee receiving educational aid consisting of (a) educational expenses and educational leave with partial pay, or, (b) educational expenses and educational leave without pay.



(1)  Execution of a promissory note.  A college employee receiving educational aid will execute a promissory note (form VCCS 16) with three percent interest compounded annually for the amount of all salary and/or expenses paid by the State, i.e., registration fees, laboratory fees, and tuition.



The note will be executed at the date of the initial payment, with interest to accrue at the date study is terminated; the principal will be listed at the full estimated State expenditure, later to be adjusted to the amount actually paid by the State as of the termination of the study.


(2)  Return to State service.  The promissory note and interest will be cancelled in their entirety by the return of the employee to Germanna, or to another college within the VCCS, or to the System's office upon termination of study for a period equal to at least twice that of the period of absence.  If the employee does not fulfill these conditions or if he/she resigns prior to the completion of the obligation, he/she must repay the pro-rata portion of the note and interest (based on other State educational aid assistance) within one year following the termination of employment.

In the event that an employee, after having completed successfully the course of study, accepts employment with another Virginia State Agency or branch of Virginia State Government, he/she may be released from the promissory note if the employing institution reimburses in full by IAT (Inter-agency Transfer) the college that granted the leave with pay.

(3)  Furnish receipts documenting educational expenses.  The educational aid recipient is obligated to furnish receipts documenting educational expenses.  The specific types of documentation required will depend upon the nature of the aid received, as defined in Section VI preceding.                       

(5) Furnish a record of progress in the course of study.  As provided in form VCCS 16, the educational aid recipient is obligated to furnish the VCCS with an acceptable record showing titles of courses taken, number of credit hours, and grades received or notation of progress achieved.  For advanced studies or research, an appropriate work description and notation of satisfactory progress from the institution is acceptable.

J.
Continuous Learning Program--Responsibilities
1.
Required to adhere to college admission procedures, student course registration timelines and procedures, and all other student and academic policies as provided in college policies. 

2.
Required to complete successfully all course prerequisites or co-requisites, as applicable. 

3 
Expected to complete class assignments and assessment activities in order to receive the maximum instructional benefits and to enable instructors to perform appropriate course management directives as required. College employees who fail to meet course requirements or do not adhere to established student policies and procedures may become ineligible to participate in the continuous learning program. 

K.
Admission and Registration—Continuous Learning 

1.
To be eligible to register for GCC credit courses, college employees must be admitted to the college as a student by submitting a completed Application for Admission to the Admissions and Records office. This is a one-time requirement for employees participating in the continuous learning program.  Employees, who meet the admission requirements of the institution, as well as any course pre-requisites, may be permitted to enroll in courses and pay no tuition or mandatory fees. The college shall bear the cost of tuition and required fees. There are no provisions for payment or reimbursement of books, travel or other study related expenses. The costs of books and other study materials shall be the sole responsibility of the employee. Continuous learning courses are not required to be job-related; they are intended specifically for personal and professional growth. 

2.
Employees may take continuous learning courses only at the community college where they are employed. 

3.
No more than four (4) credit hours may be taken in a semester. A single form can be used for up to four (4) credits per semester 

4.
Employees shall be required to register for continuous learning courses in advance and secure supervisor/manager approval using the designated college form. 

5.
To request participation in a continuous learning course, the employee must then complete a Germanna Community College, Employee Continuous Learning Request Form (A copy of form VCCS 16 is provided in Appendix 4H.), obtain supervisor’s approval, obtain reviewer approval and submit to the Human Resource Office by designated timeframes. 

6.
Prior to attending class and after notification of approval of courses, employees will be responsible for confirming their acceptance into the requested continuous learning course(s). 

7.
Continuous learning courses cannot be taken during established scheduled work hours. 

L.
Notifications—Continuous Learning 

1.
Employees and their respective supervisor will be notified by Human Resources via email that their registration form has been approved and forwarded to the Admissions and Records office. 



2. 
The Human Resource Office shall notify the college Business Office to waive the tuition 




and mandatory fees for the approved continuous learning course(s). 


4.6.2     Educational Leave

4.6.2.1     Sabbatical Leave Policy 



Sabbatical leave for professional development may be made available to teaching faculty, administrative and professional faculty, and the college President.  The objective of such leave is to provide activities that will improve teaching effectiveness, enhance creative and/or artistic activities, improve professional competency, and provide a renewed capacity for significant contribution of service to the college and the community at large.  Sabbatical leave is not designed for planned courses of study or academic credit.

A sabbatical is a compensated leave of absence of one or two semesters for full-time academic faculty and up to 12 months for administrative and professional faculty and the college President.  Sabbatical leave shall be granted for approved projects of full-time independent study, research, and/or creative work that will renew teaching abilities, and to foster and enrich intellectual and professional growth and development.  Projects may be concerned with wide-ranging interests or with work in specialized fields and should address issues in the substance of the applicant's teaching field, or in some other area that will enhance understanding of related fields.  The ultimate purpose of the leave program is to sustain vigor, especially in the college's academic instructional programs, and to ensure that faculty members have the opportunity for professional development.


   Full details are presented in the VCCS Policy Manual, Section 3.10.5.
4.6.3
VCCS Professional Development Opportunities

A complete description of professional development programs for VCCS faculty may be found in Section 3 of the VCCS Policy Manual: Human Resources: http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
Additionally, details for each program are available at:

http://vccs.edu/FacultyStaff/ProfessionalDevelopment/tabid/120/Default.aspx
Listed below are highlights of some VCCS-supported opportunities.


4.6.3.1
Chancellor’s Fellowship for Faculty

The Chancellor’s Faculty Fellowship is a professional development opportunity awarded each year to three outstanding VCCS faculty who wish to pursue senior leadership or advanced study in a teaching discipline. The award provides up to one year of leave of absence at three-quarters salary and a $12,500 grant towards full-time study at six designated Virginia universities: (1) the Curry School of Education at the University of Virginia; (2) the Community College Program Area at Virginia Tech; (3) the National Center for Community College Education at George Mason; (4) School of Education at the College of William and Mary; (5) Virginia Commonwealth University; and (6) Old Dominion University. Additionally, recipients may choose to attend other institutions with an award of $7500.

To be eligible, faculty must be full-time teaching, administrative, and professional faculty with unrestricted rank and salary proposals, a minimum of three years of VCCS service and who are recommended by the President of the employing institution or by the Chancellor (for a System Office faculty member). Individuals selected as Chancellor's Faculty Fellows shall be required to resume their employment with the VCCS for a period of at least twice the length of their fellowship (up to two years) following the completion of either the leave period or doctoral degree requirements. The recipient shall be expected to sign a Memorandum of Agreement and a Promissory Note, both of which are issued by the System Office.

Application for the Chancellor's Faculty Fellowship, including letters of endorsement and other supporting materials, must be submitted to the VCCS Director of Professional Development by 5:00 p.m. on February 1; the deadline date is the same every year. If the due date falls on a weekend, then the following Monday will serve as the due date. Application forms may be obtained from the Virginia Community College System Office of Professional Development. Application forms for the institutions of higher education must be obtained from the universities themselves.

4.6.3.2  Chancellor’s Commonwealth Professors Program

This program, designed to recognize and support teaching excellence in the VCCS, offers a two-year award to three individuals for reimbursable expenses and stipends for two summers to help support self-directed projects. Additionally, each individual shall receive reassigned time equivalent to two courses (normally six semester hours) each semester during the regular academic year. Full-time teaching faculty members with at least five years of service in the VCCS and demonstrated teaching excellence are eligible for appointment as Chancellor's Commonwealth Professors. Information about nomination, application, and award is available at:  http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf

4.6.3.3
SCHEV Outstanding Faculty Award

The SCHEV Outstanding Faculty Awards are the Commonwealth's highest honor for faculty at Virginia's public and private colleges and universities. These awards recognize superior accomplishments in teaching, research, and public service. Nomination and other details may be obtained from the VCCS: http://myfuture.vccs.edu/FacultyStaff/ProfessionalDevelopment/Awards/SCHEVOutstandingFacultyAward/tabid/415/Default.aspx
4.6.3.4
Awards Presented at New Horizons
The VCCS sponsors an awards program to recognize excellence in teaching and learning.  Presented at the New Horizons Conference, the awards recognize the latest technological advancements and those low-tech but highly effective teaching strategies, as well as those who contribute mightily to student success from outside the classroom.   The awards include Excellence in Education, formerly known as the Technology in Education (TIE) awards, have been renamed to be more inclusive of excellence in the classroom.  Other awards include the Early Implementer Award and the Recognition of Excellence.  Finalists for these awards and their projects are showcased at the annual VCCS New Horizons conference. For details visit:  http://www.vccs.edu/FacultyStaff/ProfessionalDevelopment/NewHorizons2011/Awards/tabid/976/Default.aspx
4.6.3.5
VCCS Faculty Professional Development Research Grants

A combination of reassigned time and grant award is possible dependent upon the quality, objectives, extent, and benefit of the proposed research development activity. Up to $5200 in equivalent time is available while summer stipends are $2500, and mini-grant awards are $1500.00. For details, visit: http://vccs.edu/FacultyStaff/ProfessionalDevelopment/Grants/tabid/386/Default.aspx
4.7

Faculty Grievance Policy

A grievance is a complaint or dispute between an employee of the College holding faculty rank (the grievant) and an administrator, a faculty member acting in a supervisory capacity, or a member of the classified staff of the college with respect to the application or interpretation of the provisions of the rules, policies, procedures, and regulations of the college or the Virginia Community College System as they adversely affect the grievant’s work activity or terms of employment.  Only the application or interpretation is grievable and not the rule, policy, procedure, or regulation itself.  The Grievance Procedure is intended to provide a fair process for problem solving.  Most problems should be resolved informally.  If a problem cannot be resolved through informal discussion, then the faculty member may pursue the formalized Grievance Procedure. (Cross-reference VCCS Policy 3.13 at http://www.vccs.edu/Default.aspx?tabid=456) 

4.8
Termination of Employment


4.8.1   Resignation or Retirement

If a faculty member resigns, takes a leave of absence without pay or retires, a letter of intent should be sent to the respective dean and the Vice President for Academic Affairs and Student Services.  Faculty members terminating employment should check with the Office of Human Resources concerning fringe benefits.

4.8.2   Dismissal

Dismissal is the involuntary termination of a faculty member's employment during the individual's term of appointment.  Faculty members may be dismissed only for just cause.  Permissible grounds for dismissal should include incompetence, unsatisfactory performance of duties, unlawful discrimination, sexual harassment, insubordination, or misconduct.  Procedures for dismissal shall be as prescribed by the State Board for Community Colleges.  (Cross-reference, at VCCS Policy Manual 3.12, Discipline (Sanctions), at http://www.vccs.edu/Default.aspx?tabid=456)

4.8.3    Non-reappointment

Non-reappointment constitutes the decision not to offer another appointment proposal effective at the end of the current appointment period.   (Cross reference, VCCS Policy Manual, 3.12.1 at http://www.vccs.edu/Default.aspx?tabid=456)

4.8.4 Reduction in Staff
A reduction in staff is the involuntary termination of a faculty member’s employment due to a lack of sufficient funds, a lack of sufficient student enrollment in certain offerings or disciplines, and/or reorganization or a change in curriculum.  Before a reduction in staff is implemented, the administration must explore all reasonable alternatives to the termination of full-time positions.   Procedures for a reduction in staff shall be as prescribed by the State Board for Community Colleges. (Cross-reference, VCCS Policy Manual, 3.11.1 at http://www.vccs.edu/Default.aspx?tabid=456)
4.9 Substance Abuse Policy (Alcohol and Other Drugs)   

See:  http://www.germanna.edu/policies/CollegeWide/#substance
The possession, use, manufacture, or distribution of illegal drugs or other controlled substances by students, faculty, or staff at Germanna Community College is prohibited. Germanna is committed to taking all actions consistent with the law and individual rights to eliminate illegal drugs on its campus and to deal firmly and fairly with individuals found in violation of Virginia and/or federal laws pertaining to such substances. Germanna addresses this issue with a program of enforcement, education, prevention, counseling, and referral. 

Education and learning are especially impaired by alcohol abuse and illicit drug use.  Misuse of alcohol and other drugs among college students inhibits their educational development and is a growing concern among our nation’s institutions of higher education.  Germanna Community College shares this concern and is committed to creating an environment that promotes and reinforces healthy, responsible living; respect for community laws and campus standards and regulations; the individual’s responsibility within the community; and the intellectual, social, emotional, spiritual or ethical, and physical well-being of its community members. 

Health Risks:  Many physical and psychological health risks are associated with abuse of alcohol and other substances.  Such behavior may result in problems in school, work, or relationships.  Listed below are some health risks associated with substance abuse:
· Difficulty with attention and learning; 

· Physical and psychological dependence; 

· Blackouts/Coma; 

· Depression; 

· Fatigue; 

· Damage to the brain, liver, heart, digestive and immune systems; 

· Accidents/unwanted sexual activity due to impaired judgment and coordination, and 

· Increased risk of hypertension, heart disease, cancer, mental illness, other diseases and death 

Resources Available:  Counseling and referral options are available through the Counseling Center and the Wellness Center for students who think they, a family member or a friend are at risk of drug or alcohol abuse.  An environment which allows students to discuss openly any substance abuse problems without fear of reprisal will be maintained.  Counseling services are available in the Counseling Center.  The Wellness Center is located in Room 608 at the Locust Grove Campus and may be contacted at (540) 727-3141 from Culpeper area exchanges or (540) 710-2000 from Fredericksburg area exchanges.  Resources for faculty and staff are available through the Human Resources office. 

The College maintains a close working association with local community agencies that provide counseling and treatment of substance abuse.  Information about these agencies and their services is available in the Counseling Center. 

Sanctions and Penalties:  Germanna cooperates with local law enforcement authorities to enforce current statutes.  Faculty and staff are hereby notified that illegal involvement with drugs will result in disciplinary action by the College and referral for prosecution. 

Disciplinary sanctions for students are enumerated in the Statement of Student Rights and Responsibilities and include suspension or dismissal from the institution.  Sanctions for faculty and staff range from referral to counseling and/or reprimands to suspension and termination of employment. 

Criminal penalties for violations of local, state and federal statutes regarding the unlawful possession or distribution of illegal drugs and alcohol include fines and/or imprisonment terms, depending upon the classification of the offense.

4.9.1    Alcoholic Beverages at College Functions Definitions
http://www.germanna.edu/policies/Policies_Procedures/forms/alcohol_guidelines.pdf
4.10 HIV Infection Policy 

See http://www.germanna.edu/admissions/documents/09-11catalogpages/hivinfection.pdf
The HIV Infection Policy at Germanna Community College has been developed and applied in accordance with the guidelines set forth by the American College Health Association. Questions may be directed to the Dean of Student Services. 

The existence of any form of HIV infection will not be considered in the admissions process. 

Students with HIV Spectrum Disease will be allowed regular classroom attendance and use of College facilities in an unrestricted manner as long as they are physically able to attend class. 

The College will not ask students to respond to questions about the existence of HIV infection.  However, students are encouraged to disclose knowledge of potentially serious medical conditions (e.g., HIV infection) so appropriate education, counseling and/or referrals may be made.  This, like all other medical information, will be handled in strictest confidence.  Referrals to local free anonymous testing are available through the Counseling Center. 

A separate policy exists with specific guidelines for students enrolled in the College’s nursing program and students and faculty involved with biological research in the laboratory setting.  It is published in the Nursing Program Student Handbook. 

A person with advanced stages of HIV infection will be considered as having a disability and will have the legal rights guaranteed to disabled persons.  Existing support services for persons with a disability will be made available to persons with HIV infection.

4.11 Sexual Misconduct Policy

See http://www.germanna.edu/admissions/documents/09-11catalogpages/hivinfection.pdf

Germanna Community College will not tolerate sexual misconduct in any form.  Sexual misconduct is a flagrant violation of the behavioral expectations for a college community.  An educational institution is a community of trust whose very existence depends on the recognition of each individual’s importance and value.  This trust creates the freedom for each individual to live, think, act and speak without fear of physical harm.  Sexual misconduct shatters that bond of trust.  All reported violations shall be regarded as serious and investigated.  Acts of sexual misconduct may be punishable through civil and criminal proceedings, as well as through the College’s disciplinary processes. 

This policy shall apply to all students and employees of Germanna Community College. 

4.11.1
Sexual Assault
1.     Definition
Sexual assault is defined as sexual intercourse without consent, including rape (whether by acquaintance or stranger), sodomy, or other forms of sexual penetration.  To constitute lack of consent, the acts must be committed either by force, threat of force, intimidations, or through use of the victim’s mental helplessness of which the accused was or should have been aware.  Mental helplessness includes incapacitation by alcohol or other drugs.  Sexual assault also includes intentionally touching, either directly or through clothing, of the victim’s genitals, breasts, thighs, or buttocks without the victim’s consent, as well as touching or fondling of the accused by the victim when the victim is forced to do so against his or her will. 

Verbal misconduct, without accompanying physical contact as described above, is not defined as sexual assault.  Verbal misconduct may constitute sexual harassment, which is also prohibited under College regulations

2.     Course of Action for Students:

Student reports of sexual assault should be directed to a Counselor located in the Counseling Center or the Dean of Student Services.  Counselors and the Dean are prepared to provide support to victims and/or witnesses of sexual assault while safeguarding confidentiality and assuring anonymity.  Referrals may also be made to appropriate community agencies which provide crisis intervention and victim assistance. 

3.    Procedures for Students: 
Procedures for handling student versus student allegations of sexual assault are outlined in the Student Handbook; review the section on Disciplinary Procedures which is contained in the Statement of Student Rights and Responsibilities.  In cases where suspension and dismissal may be imposed, a review committee will be formed to hear the allegation with the right of appeal to the College President.  The review committee procedures allow for due process and the protection of the rights of the accused and the complainant.  In cases of sexual assault, steps will be taken to safeguard the identity of the complainant outside of the confidential proceedings or the disciplinary process, unless the complainant gives formal consent for his/her identity to be revealed.  No part of the complainant’s sexual history shall be included as part of the disciplinary proceedings.  All reported violations will be investigated. 

Investigations of accused sexual assault will be conducted by a neutral third party (a College administrator), who will be appointed by the President.  Every effort will be made to maintain confidentiality and to protect the rights of the accused and the complainant.  No part of the complainant’s sexual history shall be included as part of the disciplinary proceedings


4.
  Courses of Action for Employees:
Details are found in the required HR training located at: http://training.newmedialearning.com/psh/germannacc/index.htm
4.11.2
Sexual Harassment

1.
Definition: 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct or written communication of a sexual nature and which is intimidating, hostile, or offensive.  Sexual harassment shall be considered to have occurred when: 

· Accepting or tolerating such conduct is made a term or condition of student’s status or individual’s employment, either explicitly or implicitly. 

· Accepting or rejecting such conduct is used as the basis for academic or employment decisions affecting the student or employee. 

· Such conduct creates an intimidating, hostile, or offensive working or learning environment, or substantially interferes with an employee’s work performance or a student’s academic performance. 



2.
Courses of Action for Students:  

Complaints of sexual harassment should be directed to the Dean of Student Services.  Allegations will be fully investigated and appropriate corrective action will be taken immediately if warranted. 

If the accused is a member of the College faculty or staff, the case will be handled via the Student Grievance Policy (except that the accuser is not required to file the initial complaint with the accused).  If the accused is a student, the case will be handled according to procedures outlined in the Statement of Student Rights and Responsibilities.  The student complainant will be advised that internal grievance procedures must be exhausted before a criminal complaint may be filed. 

All reports will be treated confidentially and the complainant’s identity will remain anonymous outside of any confidential disciplinary proceedings.  Students who have concerns or questions regarding whether a particular behavior or situation constitutes sexual harassment are encouraged to consult confidentially a Counselor in the Counseling Center. 


3.
Procedures for Students:  

Sexual harassment by a student is a violation of the Standards of Conduct outlined in the Statement of Student Rights and Responsibilities and may result in suspension or dismissal.  The section on Disciplinary Procedures requires the formation of a review committee.  A review committee will hear the allegation with the right of appeal to the College President.  Review committee procedures provide for due process, protecting the rights of the complainant and the accused. 

Sexual harassment of a student by a member of the College faculty or staff constitutes a complaint of unfair treatment and a violation of College policy.  Any employee found in violation of the sexual harassment policy shall be subject to corrective action, which may include termination of employment.  A valid complaint of unfair treatment will be handled through the Student Grievance Policy, with the following exceptions: in cases of sexual harassment, the student alleging sexual harassment is not required to file the initial complaint with the alleged harasser.  Should the student reach Level 4 in pursuing resolution of the grievance and a grievance panel is elected, the President will constitute the Grievance Panel according to the guidelines set forth in the Student Grievance Policy. 

4.
Procedures for Employees: 

Details are found in the required HR training located at: http://training.newmedialearning.com/psh/germannacc/index.htm
4.12
Use of Non-sexist Language

In an effort to promote vocational gender equity and accuracy in communication, faculty and staff are encouraged to use non-gender specific language in all written and oral communication.

4.13
Student Emotional/Personal Behavior Problems

Sometimes, when students are agitated and need to talk with someone about school/family/life problems, they choose to speak with faculty and staff at Germanna Community College.  While it is not the place of faculty/staff to provide mental health counseling to students, Germanna Community College employees do find themselves in the position of calming down agitated students and/or providing emotional support to students.  The following are procedures for dealing with students' emotional/personal problems:

(1)

If you are uncomfortable with being approached by any student or about a particular problem, call in help or refer student to counselors in Student Services.  (You may want to call Student Services or accompany student to provide adequate transition.)

(2)

If you speak with students about their emotional/personal problems, note (if applicable) that you do not have a degree in counseling and are not able (qualified, etc.) to provide ongoing assistance.

(3)

During your attempt to be supportive to the student, if, in your opinion, the student seems unreasonably distressed or anxious, then you may want to ask if he/she has considered seeking counseling.  (Often times, students will volunteer that they are currently seeing a therapist.)

(4)

If information about a therapist is volunteered, then you may want to suggest that students pursue issues, ideas, and feelings they brought out during the conversation with their therapist.




(5)
 If an already existing therapy relationship has not been disclosed, then you may want to suggest to the student that if the problems or concerns persist, he/she may want to consult a therapist.   Depending on the situation, you may want to suggest that a student consider consulting a therapist as soon as possible.

(6)
 Suggest to the student that he/she may want to speak with Germanna Community College counselors in Student Services about referral.  (You may want to call or accompany student to Student Services to ease transition.)

4.14
Accommodation of Students with Disabilities

Germanna Community College has adopted the position that few, if any, College or VCCS policies may be waived or exceptions made for students with a disability.  Instead, means should be sought to assist students in meeting all requirements through special accommodations and modifications of instructional techniques and testing procedures.  This position covers all admission standards, placement testing and developmental and curriculum requirements because these policies establish the essential foundation of higher education.  High school or equivalent preparation as evidenced by the curriculum, the grade point average, and standardized placement test scores are all measures of readiness to study, and of the ability to profit from such study at the post-secondary level.  Developmental requirements assure skill levels that are necessary for successful participation in college study.  Curriculum and competency requirements are evidence of the appropriate content and mastery of general education requirements.  Exceptions for students with a disability are therefore not granted in any of the above areas except as noted below.  Conduct and attendance policies apply to all students regardless of disabilities.  Technical standards are essential to all programs of study.  Students with disabilities may be eligible for academic or physical accommodations.  

4.14.1 Germanna Community College Access Policy 

See:  http://www.germanna.edu/policies/CollegeWide/#substance
Germanna Community College is committed to full and total inclusion of all individuals and is dedicated to the principle of individual empowerment.  To this end, services are provided to ensure equal access to all aspects of the college experience for students with disabilities through the most appropriate accommodations.  Services provided are based on each student’s individual needs. 

Services are available to students who self-identify and provide appropriate documentation of their disability.  Through accommodations and other support services on campus, Germanna Community College strives to provide a quality experience for all qualified students with disabilities.  All services are provided at no charge. 

Students who feel they have been denied equal access to all programs and services offered by the College may refer to the Grievance Procedure for Students with Disabilities. 

4.14.2   Procedures for Students Requesting Academic or Physical Accommodations Due to a Disability

1. Students must make an appointment with a Disability Services Couselor to self-disclose and provide current documentation of a disability.  Specific documentation criteria can be obtained from a Disability Services Counselor.

2. If the documentation is approved, the student and Disability Services Counselor will collaborate to determine appropriate accommodations based on the student’s documented needs.

3. If documentation is outdated or insufficient, the student is responsible for updating or providing additional documentation that meets the appropriate criteria and supports the need for accommodations.

4. Once appropriate accommodations have been determined, an accommodation letter is developed which details the specific accommodations the student is eligible to receive.

5. Students are encouraged to share the accommodation letter with their instructors early in the semester (outside of class) and determine how accommodations will be provided.
6. If either the instructor or student needs clarification, or if the instructor needs assistance providing the needed accommodations, they are encouraged to contact the Disability Services Counselor.

7. Students who feel that the accommodations provided them were inappropriate or who feel they were denied access to a program or service offered by the College may refer to the Grievance Procedure for Students with Disabilities found in the Germanna Community College Catalog.

4.14.3
Description of Services


Services for students with disabilities are coordinated through the Special Needs Counselor located in the Counseling Center at each campus.  Services are provided based on the individual needs of the student.  Determination of appropriate accommodations is based on medical assessment and documentation.  In addition, other resources including the student’s physician, psychologist, Instructor and/or the Division Dean may be consulted regarding the appropriateness of accommodations.

For services to be provided, the student must self-identify to the Special Needs Counselor on either campus.  The student must provide appropriate documentation that indicates the accommodations needed or that provides information adequate to determine appropriate accommodations.

Services offered by Germanna Community College include, but are not limited to:

1. Registration assistance

2. Orientation to campus

3. Assistance with purchasing books

4. Accommodations for placement tests
5. In-class testing accommodations including: extended time, testing in a separate/distraction-reduced location, alternate test format (when appropriate), readers and scribes

6. Readers
7. Note-taking assistance
8. Assistance ordering textbooks from Recordings for the Blind and Dyslexic (RFB&D)

9. Sign Language Interpreters/Translator

10. Copying services

11. Use of tape recorder in the classroom

12. Movement of classes to more accessible location

13. Liaison with faculty through letters and conferences

14. Accessible parking

15. Information and referral to campus and community agencies

16. Adaptive technology (CCTV, JAWS, etc.)

Students needing interpreter services should make a request at least three weeks prior to the start of classes in order for the College to attempt to secure a qualified interpreter.

4.14.4
Grievance Procedure for Individuals with Disabilities

A student with a documented disability shall have an internal means of resolving any claim of discrimination on the basis of disability in the programs or activities of the College. 

Any student with a documented disability who has requested reasonable accommodations through the Coordinator of Disability Services and feels that accommodations provided were inappropriate or that he/she was denied access to programs and services offered by the College may submit a written statement to the ADA Compliance Coordinator within 20 business days of the alleged violation. 

At level one of the grievance, the ADA Compliance Coordinator may choose to resolve the complaint informally by consulting with the Instructor, Coordinator of Disability Services, appropriate Division Dean, and/or Dean of Student Services.  If the ADA Compliance Coordinator is unable to resolve the grievance at level one, he/she may submit the student’s grievance to the Vice President for Academic Affairs and Student Services.  The ADA Compliance Coordinator has ten calendar days to respond in writing to inform the student of the resolution of the grievance at the first level or to inform the student the grievance has been referred to the Vice President for Academic Affairs and Student Services. 

At the second level, the Vice President for Academic Affairs and Student Services shall investigate complaints submitted by the ADA Coordinator and shall respond in writing to the student within ten business days.  During the investigation, accommodations will be provided to the student based on the recommendation of the Coordinator of Disability Services.  The student has five business days to appeal the committee’s decision in writing to the President of the College, which is the third and final level of the internal grievance process. 

The President will issue a written decision within 10 business days of receipt of the appeal letter from the student.  Decisions of the President are final and any further appeal must be pursued through external channels. 

Appeals processed through this policy cannot be heard under any other general grievance procedure. 

At any level, both parties may request an extension of time in writing.  Both parties must agree to the extension. 

The ADA Compliance Coordinator shall maintain records of all grievance proceedings and inform all persons involved of the results within ten (10) business days of the President’s decision. 

4.14.5  Procedures for Employees:  

Discrimination on the basis of disability is a violation of the Americans With Disability Act of 1991, as well as the State’s Standards of Conduct as set forth in the Department of Human Resources Policy Manual, and is specifically addressed in Policy 2.05.  Employees may seek resolution of discrimination issues through the State’s Employees’ Discrimination Complaint Procedures (administered by the Department of Human Resource Management’s Office of Equal Employment Services), utilize the Grievance Procedure for State Employees (if eligible to do so), or file a complaint with the U.S. Equal Employment Opportunity Commission. 

Employees may also seek resolution of discrimination issues through the aforementioned internal process.

4.14.6 
Waiver of Exception for a Substitution of the Mathematics Requirement in General Studies or Liberal Arts

1.   To request a substitution of the mathematics requirement in General Studies

or Liberal Arts a student must first have acceptable documentation of a learning disability on file with the Coordinator of Disability Services.  The documentation must satisfy Germanna Community College’s criteria for accepting evaluations documenting learning disabilities.  The documentation must also show that the student has a disability that impacts mathematics learning.  A listing of the criteria is available from the Coordinator of Disability Services.

2.   Once acceptable documentation has been provided, a student may then complete a Mathematics Course Substitution Application and submit it to the Coordinator of Disability Services.  The application should be submitted no later than the last day of early registration for the semester when the student wants to make the substitution.  Mathematics Course Substitution applications are available from the Coordinator of Disability Services.

3.   After an application is submitted, the Coordinator of Disability Services may use any of the following methods to determine if a student may be considered for a substitution of the Mathematics requirement:

a. Evaluation of the student’s documentation (the student’s standardized achievement test results should fall at least one standard deviation below the student’s intellectual abilities.

b. Consultation with the student’s licensed clinical or school psychologist

c. Review of student’s grades received in previously attempted Math courses (High School and College)

d. Consultation with the student’s former Mathematics instructors

e. Gather input from the requesting student

4. When the need for a math substitution is established, the Coordinator of Disability Services consults with the student’s licensed clinical or school psychologist as to which courses are appropriate substitutions for the math requirement from the courses listed below.  The Coordinator indicates the suggested courses on the application and signs it.

a. ACC 211-212 (3 & 4 credits each)

b. ART 131 (4 credits)

c. IST 113 (3 credits)

d. MUS 101 ( 3 credits)

e. PHI 101 (3 credits)

If the Coordinator of Disability Services cannot establish the need for a math substitution, the Coordinator notes that on the application and signs it.  Although a student’s petition may be denied, the student may remain eligible for appropriate accommodations (e.g., extended time, use of a calculator) while enrolled in Mathematics courses.
5. If the petition is approved, the Coordinator of Disability Services indicates the suggested course substitutions on the application.  The application is then sent to the appropriate Division Dean.  The Dean reviews the application and approves it, makes recommendations for changes, or rejects it.  If the application is not approved, copies with the Division Dean’s comments are sent to the Coordinator of Disability Services and the student.
6. If approved, the Vice President for Academic Affairs and Student Services will review the petition for final approval.
7. The Vice President for Academic Affairs and Student Services may consult with the student, and/or the Coordinator of Disability Services prior to making a final decision.  Approved applications are sent to the Coordinator of Disability Services, the student, and the Coordinator of Admissions and Records.  If the application is denied, copies that include the comments of the Vice President for Academic Affairs and Student Services are sent to the Coordinator of Disability Services and the student.

                Students approved for a substitution of the mathematics requirement must still complete the 62 credit hours required for a General Studies or Liberal Arts degree.   

4.14.7  Addendums

A. Glossary of Terms

1.  Auxiliary Aids - Devices and instruments that assist persons with disabilities in carrying out physical and mental tasks.  Examples of aids include hearing aids, tape recorders, amplified phones, glasses, crutches, and enlarged type texts.

2.  Disabled Person - An individual with a physical or mental impairment that substantially limits one or more of his/her major life activities.

3. Employee Services - Aid, benefit or service offered by the employer. The opportunity to participate in boards, committees or social activity provided or encouraged by the employer.

4.  Essential Job/Student Tasks - Activities or actions that are indispensable to the performance of a particular job or to a student in a particular course.
5.  Mental Impairment - A psychological disorder such as mental retardation, illness, organic brain syndrome or specific learning disability that substantially limits mental abilities.
6.  Modifications - Exceptions to the normal or traditional ways of doing things which permit an impaired person to participate without changing or limiting the essential elements of the job or activity.  Examples of modifications include additional time for taking tests, substitutions of alternative assignments, and revised test formats.  Also included are physical modifications such as ramps, lifts, and curb cuts to ensure equal access.
7.  Physical Impairment - Any physiological disorder or condition, disfigurement or anatomical loss affecting one or more of the major body systems.
8.  Reasonable Accommodations - A modification that enables a disabled person to perform the essential duties of a job, or assures that a disabled student is afforded equal opportunity to participate in and benefit from all educational programs and activities.
9.  Student Programs - Majors or degree programs, course work, research,  occupational training, housing, physical training, athletics, recreation, transportation, student organizations, placement, and any other programs offered by the college.

4.14.8 
Individual and Committee Functions 



   A.  Special Needs Counselor 


    
1.   Provide initial counseling for students with disabilities.



    
2.   Assist students and faculty in developing appropriate accommodations.

   
3.   Serve on the Committee on Student and Employee Access.


    
4.   Review student documentation and make recommendations to the ADA 
            Coordinator and administration regarding validity and adequacy of documentation.

    
5.   Facilitate temporary accommodations for students when an appeal is initiated.

                   
6.   Maintain and secure student disability documentation.

B. Human Resources Officer 
                   
1.   Facilitate accommodations for employees with disabilities.

                   
2.   Serve as needed on Committee on Student and Employee Access

 
3.   Facilitate temporary accommodations for employees when a request is initiated.

                  
4.   Maintain and secure all confidential disability documentation of personnel.

               
5.   Facilitate accommodations for college job applicants with disabilities or individuals with disabilities who are seeking college employment information.





C.   Committee on Student and Employee Access 

1.   Review student/faculty/staff appeals and forward recommendations to the President.


2.   Review the annual evaluation of access and discrimination and make recommendations to the appropriate dean or officer.





D.  
Providing Reasonable and Appropriate Accommodations 
1.   Both Section 504 of the Rehabilitation Act and provisions of the ADA clearly require the institution and all employees provide accommodations.  In providing these accommodations, all College employees should keep in mind that the main focus of accommodations should be the equalization of opportunity, not the lowering of standards or waiving of requirements.

2.   The College may make pre-admission or pre-employment inquiries as to the applicant's ability to perform job or student-related functions.  Documentation of a disability may be requested after employee has been hired to determine what constitutes reasonable accommodations. When the disability is not obvious, documentation will also be needed.


3.   When planning accommodations, include the individual with the disability.  Look upon the situation as a cooperative opportunity, not a confrontational situation.  The key question is, "Is there anything we can do to assist this person to complete this course or program successfully or to perform job tasks effectively?"

4.   The ADA does not remove the institution's right to set and maintain valid standards and procedures.  It does require individuals and institutions to assess them and demonstrate relevance and validity.


5.   When there is uncertainty, consult the Virginia Community College System/Equal  Employment Opportunity Manager.

   
E.  
Examples of Common Accommodations 

1.   
Job Site:  Ramps, wider doors, raising or lowering furniture, providing access to  telephones, convenient parking.

                      
2.  
Job Specification:  Flexibility in time or schedule, special telecommunications equipment, reassignment of "non-essential" functions to another employee.

      3.  
Student Accommodations:  Additional time to change classes, note  taking, alternate forms of testing, close captioned videos, extended time  on test, permission to use a tape recorder.

   F.  
Undue Hardship  

In determining whether an accommodation poses an undue hardship on the operation of an agency's program, factors to be considered generally include:

1.  
Overall size of the agency (number of employees, size and type of facilities, and size of budget).


          2.  
Type of program operated, including the make-up and structure of the employer’s     work force      


3.  
The nature and cost of the needed accommodation.

                 
  

4.  
The safe and efficient operation of the agency.

In developing policies and procedures consistent with the goals of the College, two areas must be given major consideration.  These are the rights of individuals with a disability, and the responsibility of the College to set and maintain standards for hiring and evaluating effective employees and for admitting and assessing the progress of students.

4.15 Service Animals

http://www.germanna.edu/policies/Policies_Procedures/forms/Animal%20Policy030606.pdf
Germanna Community College is committed to compliance with the Americans with Disabilities Act of 1990 and Section 504 or the Rehabilitation Act of 1973 as amended. In addition, Germanna strives to comply with the Virginians with Disabilities Act and other state laws pertaining to individuals with disabilities. In accordance with these state and federal laws, service animals are permitted in all of the college’s facilities. 

The Americans with Disabilities Act defines a service animal as “…any animal individually trained to do work or perform tasks for the benefit of an individual with a disability, including, but not limited to, guiding individuals with impaired vision, alerting individuals who are hearing impaired to intruders or sounds, providing minimal protection or rescue work, pulling a wheelchair, or fetching dropped items.” If an animal meets this definition, it is considered a service animal regardless of whether it has been licensed or certified by a state or local government or training program. 

Virginia state law 51.5-44 part E states, “Every totally or partially blind person shall have the right to be accompanied by a dog, in harness, trained as a guide dog, every deaf or hearing-impaired person shall have the right to be accompanied by a dog trained as a hearing dog on a blaze orange leash, and every mobility-impaired person shall have the right to be accompanied by a dog, in a harness or backpack, trained as a service dog in any of the places listed in subsection B without being required to pay an extra charge for the dog; provided that he shall be liable for any damage done to the premises or facilities by such dog. The provisions of this section shall apply to persons accompanied by a dog that is in training, at least six months of age, and is (i) in harness, provided such person is an experienced trainer of guide dogs; (ii) on a blaze orange leash, provided such person is an experienced trainer of hearing dogs; (iii) in a harness or backpack, provided such person is an experienced trainer of service dogs; or (iv) wearing a jacket identifying the recognized guide, hearing or service dog organization, provided such person is an experienced trainer of the organization identified on the jacket.” 

4.15.1   Policy 
This policy applies to students, employees, and the public who utilize Germanna Community College’s programs and services. It sets forth the College’s requirements for use of service 

animals by qualified individuals with a disability or disabilities for access to facilities and programs or as a reasonable accommodation in compliance with State and Federal legislation regarding persons with disabilities. It is the College’s intention to ensure that persons with disabilities who have a legitimate and/or documented basis for utilizing service animals on College premises are permitted to do so (with appropriate exceptions listed below). 

 4.15.2   Procedures 
Types of Service Animals/ Service Dogs 
Service Animal – Any animal individually trained to do work or perform tasks for the benefit of a person with a disability. Service animals are usually dogs, but may be monkeys. A few other animals have been presented as service animals. A service animal may sometimes be called an assistance animal. 

Guide Dog – a carefully trained dog that serves as a travel tool for persons with severe visual impairments or who are blind. 

Hearing Dog – a dog who has been trained to alert a person with significant hearing loss or who is deaf when a sound, e.g., knock on the door, occurs. 

Service Dog – a dog that has been trained to assist a person with a mobility or health impairment. Types of duties the dog may perform include carrying, fetching, opening doors, ringing doorbells, activating elevator buttons, steadying a person while walking, helping a person up after a person falls, etc.. Service dogs are sometimes called assistance dogs. 

Sig Dog – a dog that is trained to assist a person with autism. The dog alerts the partner to distracting repetitive movements common among those with autism, allowing the person to stop the movement (e.g., hand flapping). A person with autism may have problems with sensory input and need the same support services from a dog that a dog might give to a person who is blind or deaf. 

Seizure Response Dog – a dog trained to assist a person with a seizure disorder; how the dog serves the person depends on the person’s needs. The dog may stand guard over the person during a seizure, or the dog may go for help. A few dogs have somehow learned to predict a seizure and warn the person in advance. 

Therapy or Companion Animal – an animal with a good temperament and disposition, that has reliable and predictable behavior. These animals are selected to visit or serve as companions for people with non-physical/non-sensory disabilities, emotional impairments, or people who are experiencing the frailties of aging. Often such animals are utilized as part of formalized animal therapy programs. Therapy animals generally do not demonstrably assist persons with disabilities in the activities of daily living, or directly with the major life activities as defined by law. The therapy animal does not provide fundamental assistance all or most of the time (as for example, a guide dog for the blind typically does). Emotional dependency on companion animals, pets, or therapy animals does not generally rise to the standard of service animals as defined in the ADA. Such animals are thus generally not considered service animals for the purposes of the College’s regulation and are not permitted on GCC premises. 

Exceptions are possible when the individual requesting the assistance of a therapy animal provides appropriate documentation to the College from a qualified diagnostician or medical professional that demonstrates the animal ameliorates a condition that qualifies as a disability. 

When a Service Animal Can be Asked to Leave 

Service animals under state and federal law are permitted in College facilities except under limited circumstances. Service animals may be excluded from College facilities under certain circumstances when necessary to protect legitimate College interests. These circumstances may include: 

1. Interfering with the work of another service animal 

2. Causing a “fundamental alteration” of curricula, services, activities or programs due to the 

    presence of an animal

3. The animal or handler failing to maintain appropriate behavioral standards 

4. Maintaining and protecting the rights of others under the ADA/504 

5. Protecting College property 

6. When the presence of the animal poses a ‘direct threat” to the health and safety of the 
    public, employees, and students

4.15.3  Registration of Service Animals Utilized for Ongoing Access or Accommodation 
Any student or member of the public wishing to use a service animal to provide ongoing accommodation or access to College facilities, programs or activities must register the animal with the Coordinator of Disability Services or Special Needs Counselor at the appropriate campus. The registration procedure includes: 

1. Providing sufficient evidence verifying the animal meets the definition of a service animal 

2. Providing evidence that the service animal has satisfactory health 

3. Developing a plan for maintenance of the animal while on GCC property, including toiletry and         
    disposal. Students may not assume that College personnel are responsible for this service.


4.15.4  Requirements for Faculty, Staff, and Students 
1. Allow a service animal to accompany the partner at all times and everywhere on campus except 

    where service animals are specifically prohibited.

2. Do not pet a service animal; petting a service animal when the animal is working distracts the 

    animal from the task at hand.

3. Do not feed a service animal. The service animal may have specific dietary requirements. 

4. Do not deliberately startle a service animal 

5. Do not separate or attempt to separate a partner/handler from his/her service animal. 

4.15.5  Requirements of Service Animals and Their Partners/Handlers 
The service animal should wear a harness, cape, identification tag or other gear that readily identifies its working status. 

1. Vaccination – The animal must be immunized against diseases common to that type of animal 

2. Licensing – Virginia law (3.1-796.85) states that all dogs four months or older must be licensed 

3. Under Control of Partner/Handler – The partner/handler must be in full control of the service animal at all times. The care and supervision of service animals is solely the responsibility of the partner/handler. 

4. The animal must be on a leash or controlled by a harness at all times 

5. Clean up and Maintenance – Always carry equipment sufficient to clean up the animal’s feces. If the partner/handler is unable to physically clean up after their service animal, a plan must be developed to ensure the proper disposal of the animal’s waste. 

4.16 Germanna’s Responsible Computing Policy

See: http://www.germanna.edu/policies/CollegeWide/#resp%20comp

Germanna Community College’s computers, networks and information systems exist to promote shared access to computing, communication, and information systems necessary to support the College’s mission of teaching, research and community service.  Thus, all account holders of College information facilities have responsibility to use these systems in a respectful, ethical, professional and legal manner.

Germanna’s Responsible Computing Policy applies to any individual using Germanna-owned or leased computers, networks, internet connections, and communications systems transmitting either data, voice or video information.  Activities involving these systems shall be in accordance with the VCCS Computer Ethics Agreement, Policy on Use of the Germanna Web Server, Germanna Technology Security Plan, the College’s Standards of Conduct for students, other related policies in the Germanna Faculty and Student Handbooks and relevant state, federal, and international laws.

All users of College information facilities are required to demonstrate respect for:

1.  privacy of others;

2.  intellectual property rights (copyrights, trademarks, licenses, etc.) and ownership of information;

3.  operation and integrity of the various information systems;

4.  individual’s rights to be free of intimidation, harassment, and unwarranted annoyances, and

5.  applicable state and federal laws relative to information technology.

While the College recognizes and respects the privacy of all users, it cannot guarantee confidentiality in the use of any College information system.  Electronic records retained on College systems are subject to state and federal Privacy Acts as well as the Freedom of Information Acts.  Individuals are advised that e-mail messages are written records that could be subject to review with just cause and they may be subject to Freedom of Information Act and legal investigation requests.  In addition, College system administrators may view any files, including e-mail messages, in the course of troubleshooting system problems.  System administrators have the authority to do this and will treat any information on the systems as confidential.  World Wide Web information located in designated web directories will be considered public information if read access is granted.

Access to College information systems is a privilege and that privilege may be revoked for reasons including, but not limited to: 
· violations of the Responsible Computing Policy, 
· attacking the security of the system, 
· modifying or divulging private information such as another user’s file or mail contents without consent, 
· modifying or destroying College data, or 
· using national networks in a manner contrary to established guidelines.  
Access may be revoked at any time on a permanent or interim basis by the College system administrators in order to safeguard College resources and protect College privileges.  Individuals responsible for abusing the College’s Responsible Computing Policy will be held accountable and may be subject to disciplinary action.  Revocations may be appealed via the procedures outlined in the Germanna Faculty, Classified Staff, or Student Handbooks, as appropriate.

Persons who are victims of computer abuse, harassment, other malicious behavior, or unauthorized account access should report them to the Academic Computing Center supervisor or the Technical Services Manager.  For investigative purposes, individuals are advised to retain harassing e-mail messages, dates and times of unauthorized access, etc.  Cases will be handled confidentially.

Chapter Five:  Academic Services That Assist Instruction

5.1
Learning Resources

Learning Resources consists of the libraries, academic computing centers, testing centers, and tutoring centers.


5.1.1.
Libraries

There are libraries on both the Fredericksburg Area and the Locust Grove campuses and at the Daniel Technology Center in Culpeper.  The circulating print and audio book collections are housed at the Locust Grove campus library, and a courier service is offered to deliver or return books to all libraries.  All libraries maintain a comprehensive current collection of print reference materials and current instructional audio-visual material.  Public access computers are available at all libraries, allowing students, faculty and staff to access with ease online books, databases, and reference sources for reference, research and recreation.  Interlibrary loan services are available, at no charge, unless the lending library imposes a fee.  Faculty may check out audio-visual and reference material for in-class use.

The library catalog, VCCSlinc, is accessible from the library’s web page and materials may be requested, checked out and returned at all locations.  Patrons may check their account to see what materials they have checked out, and they may place a hold on items already checkout out.  The check-out period is three weeks and all items are renewable unless they have been placed on reserve or on hold.

Faculty may place materials on reserve at all locations.  Reserve request forms are available for faculty use.  Reserves can consist of library materials, materials owned by the instructor, or electronic resources, when appropriate.  Students may search for items on reserve using the online catalog by using the instructor’s name, course title, or course number.

Faculty may also request items to be purchased and added to the general, reference, or audio-visual collections.  Material request forms are available or the request may be e-mailed to the librarian at either LGC or FAC.  Every effort will be made to acquire appropriate materials that support the Germanna curriculum.

Library orientation and bibliographic instruction are available to classes upon request.  A librarian will visit the classroom to demonstrate databases, familiarize students with VCCSlinc as well as the online catalog, and assist students in planning research for particular assignments.  Please contact the librarian at your library to schedule a presentation.  A Library Activities organization is available through Blackboard.  Research guides, a literary magazine, and other activities that encourage literacy are available within this organization.

Instructors who plan to bring classes into the library for research or assignments are encouraged to consult with the librarian to ensure that the class can be accommodated and that resources and assistance will be available.


5.1.2.
Academic Computing Centers

Academic Computing Centers (ACC) offer students a convenient, quiet open lab environment in which to complete course assignments, review computer-based tutorials, access and send email, and class registration assistance. Our Centers have friendly, knowledgeable staff that will assist students with applying to GCC and with class registration; finding usernames and passwords, and assisting with applications installed in the computer lab. Printing is free and students can print up to 16 pages at one time. To save resources, faculty are encouraged to advise students to email their documents to them in lieu of printing them out when it is feasible to do so. 

5.1.3.
Testing Centers

Testing services include Math, Reading and Writing Placement, make-up tests, distance education tests, HESI, TEAS and Computer Competency, as well as other tests according to college needs.

Testing center hours may change due to inclement weather, between semesters, for holidays, and during summer semester. Please be sure to obtain information about testing center hours for the current semester and remind students they will need a photo ID to take a test in the testing center. Faculty guidelines are available on the Testing Services web page under Faculty Resources.

5.1.4.
Tutoring Centers

Tutoring Services offers a variety of free academic support programs for Germanna students at both the Locust Grove and Fredericksburg campuses.  Daniel Technology Center students should contact the Locust Grove tutoring office regarding available services. To schedule an individual tutoring appointment, please call or visit the Locust Grove or Fredericksburg Tutoring Center. Online tutoring is also available during evening and weekend hours. Registered students may access online tutoring by clicking on the Smarthinking link from the Tutoring Services website.

Supplementary academic materials are available free of charge from our offices, and they may also be downloaded from the Tutoring Services’ website at http://www.germanna.edu/tutor..

Tutoring Services operates a daily walk-in Math Lab and offers a variety of study skills and academic workshops.  Students may register for the Test Taking/Test Anxiety Workshop, Grammar Workshop, APA/MLA Workshop, T183/84 Calculator Workshop, Drug Calculation Workshop, and the Basic PC Skills Mini Course by visiting or calling the Tutoring Centers.  Faculty members are encouraged to refer students to the Tutoring Centers for assistance.  The number for the FAC Tutoring Center is 540-891-3017 and for LGC Tutoring Services is 540-423-9148.

5.2
Developmental Services

Development studies classes allow students to review math, reading, and writing skills acquired previously or to develop new skills that are needed for admission to their chosen program of study.  The goal of the college is to provide each student with an opportunity for success, and the preparation offered by developmental classes can supply the necessary educational background to ensure this success.  Scores on placement tests provide advisors with objective information that can be used to place students in the most appropriate courses.

Developmental courses carry credits, but these are primarily for calculating student course loads.  The credits do not apply toward graduation.  Any questions concerning developmental studies or student placement in developmental courses should be directed to the Dean of Arts and Sciences.    
5.3
Assessment and Placement

All new, re-admitted, and continuing non-degree students must be assessed before enrolling in classes at Germanna.  An assessment is required before a student can be admitted to a degree program or enrolls in any college-level mathematics, English composition, or communications course required for a degree.  Assessment is a review of academic credentials to determine if they are consistent with academic goals.  Credentials include high school and college transcripts, SAT, ACT or other placement test scores, and relevant work experience.  Counselors in student services, the Dean of Student Services and the Division Dean may perform this assessment.  Part-time non-degree students will be re-assessed after accumulating nine semester hours.  Placement tests may be required as part of the assessment process.  Tests are administered at Germanna in reading, writing, and numerical skills.  Test sessions are available during the academic year and summer session.  Students must submit an application for admission and must bring their Germanna student ID number and a photo ID when they sit for placement tests; students should report to the Testing Center to sit for placement tests.  Advisors and counselors will use placement test scores to assist students with their academic planning.  An interpretation of placement test scores and corresponding course placements may be found in the Academic Advising Handbook or obtained from the counseling department’s web page.

5.4  
Early Alert

Early alert is a support service for faculty and students provided by Counselors in the office of Student Services.  The objective of the Early Alert is to intervene and offer assistance to students encountering difficulty before academic failure occurs.  Faculty members identify and refer a student experiencing a problem to a counselor by completing an Early Alert form and submitting it to the office of Student Services.  Forms are available from the appropriate Division Office and in the Appendix (Appendix 4-I).  The counselor will, in turn, contact the student and provide assistance, as well as inform the faculty member of the results of the Early Alert.

Chapter Six:  Institutional and Financial Services

6.1 Budget

The College’s budgets are developed in accordance with its local Budget Development Policy, number 30300.  As an agency of the Commonwealth of Virginia and a member of the Virginia Community College System, Germanna is subject to budgetary oversight by the Department of Planning and Budget and the VCCS.  State general funds not specifically designated for a College and/or a project, are received by the VCCS and redistributed via a budget model.  The VCCS budget model is a complex one dependent upon many variables; however, the key variables are student enrollments, number of campuses, square footage of buildings, approved employment levels, and approved salary plans.  The VCCS utilizes a three-year rolling average of annualized full-time equivalent students (AFTES) for the enrollment figures contained in the budget model.

6.2   Bulletin Boards

Nothing is to be posted in the building except on bulletin boards and bulletin strips.  A dean must approve exceptions to this guideline.

Each bulletin board and bulletin strip is assigned by the Program Support Technician in Counseling at the Fredericksburg Area Campus and Student Services Specialist in Counseling at the Locust Grove Campus.

6.3  Custodial Services

Custodial service is under the supervision of the Facilities Manager.  College buildings are cleaned on a scheduled basis.  If special attention is required for a particular classroom or area, notice should be given to the Facilities Manager at the appropriate campus to insure proper scheduling. Deficiencies in custodial service should be reported to the Facilities Manager at Maint@germanna.edu.
6.4  Emergency Procedures

An Emergency Response Plan, which addresses most emergency situations, should be reviewed frequently by all employees.  The comprehensive plan is available at: http://www.germanna.edu/policies/policies_procedures/forms/handling_common_emergency_situations.pdf.  All employees are urged to become familiar with emergency procedures.  The Security and Safety Manager for the College has responsibility for coordinating emergency services and developing policies, procedures, and training opportunities for the College.  While the College has a Security and Safety Manager and security personnel, proper responses to emergencies require knowledge and participation by all employees.  Teaching faculty must make certain that safety and security concerns are covered each semester, especially evacuation routes and responses to safety and security events that could occur.  Certain employees throughout the campuses will also be designated to assist with evacuation, relocation, and coordination of other emergency response actions for specific areas of the buildings.  These contacts will be identified annually or as they change if changes occur within the academic year.

Emergencies consist of anything from health-related concerns to terrorist activities.  For detailed action steps, please consult with the Emergency Response Plan or other communications from the Security Manager.  
6.4.1 Fire Emergency and Other Evacuations 
1. If you see fire or smoke, immediately pull the nearest fire alarm station to warn occupants. When a fire alarm sounds all employees, visitors, and students are required to evacuate until the all-clear is given by the Germanna Community College Building Safety Coordinator. 

2. Call the fire department at 9-911. 

3. Notify Switchboard immediately: 

· FAC-X3000 until 7 PM 

· LGC-X29030 until 7 PM 

· DTC -X32900 until 7 PM 

4. Notify Security immediately: 

· FAC 1 540-891-3079  

· FAC II 540-891-1079  

· LGC 540-423-9044  

· DTC 540-937-2920  

· SSC 540-891-3079

5. Give the location and description of the fire. 

6. Help coordinate the evacuation of all personnel in your area. Teaching faculty are charged with reviewing evacuation procedures with students each semester and ensuring all students use the proper evacuation routes. Department managers and/or designees are responsible for the proper evacuation of office areas.

7. Persons using wheelchairs or other assistance that normally require help moving from one floor to another should be taken to stairwells. Persons requiring assistance should be encouraged to await fire and rescue personnel for final evacuation. Stairwells are rated for occupation for up to two hours after a fire begins

8. If the fire is small and you have been properly trained, attempt to put out the fire with a fire extinguisher. Do this only after the evacuation has started and the fire department and college security have been called. Do not put yourself at undue risk while fighting the fire. 

9. After evacuation, security will notify the Chief Administrative Officer, or his/her designee, as well as the Facility Manager to inform them of the event. 

10. College Security will notify Security Manager of all fires that were extinguished with extinguishers by students, faculty and staff while on GCC property 

6.4.2 Tornadoes, Hurricanes, and Other Emergencies Requiring Relocation

1. College administration, via the Chief Administrative Officers, the Facility Manager, or the Security Manager shall notify College employees of emergencies that may require relocation to an internal section of the building – away from windows and doors.

2. Teaching faculty, department managers and other designated personnel shall oversee the proper relocation of students, employees, and other personnel to designated safe areas.
3. Those positions responsible for warning others of these types of emergencies shall notify employees, students, and others that they may return to their classrooms and offices or leave the premises.

6.4.3 Automobile Accidents

Accidents in vehicles owned or leased by the College must be reported to the State Police.  Information is provided in each College-owned vehicle about procedures to take in the event of an accident.  Should an employee not be able to locate information within the vehicle, they should contact the Facilities Manager or the Business Manager.  The Facilities Manager serves as the vehicle Agency Transportation Officer for the College and must be notified of all traffic tickets and accidents.

6.5 Equipment

6.5.1
Inventory, Lending and Borrowing

The Business Office maintains an inventory of College property in accordance with Commonwealth of Virginia requirements.  Technology Support Services maintains a local database of technology equipment.  Any damage or destruction of College property should be reported to the Vice President Administrative Services.  Faculty or other Academic Services employees requiring the procurement of equipment and/or furniture for classrooms or offices must contact their Dean.  Equipment or furniture purchases should be planned through the annual budget development process.  Equipment may be lent to employees for work-related purposes; employees who wish to borrow equipment should check with the direct supervisor for additional information.
6.5.2
Retirement of Surplus or Outdated Items

If College equipment is deemed obsolete, outdated, or irreparable, a faculty member should notify the Division Dean, who in turn should report it to the Business Manager.  The Business Manager shall work with the Purchasing Officer to label appropriately the equipment.  The Division Dean should work closely with the faculty member to plan purchasing activities to replace equipment cyclically in anticipation of equipment life expectations.

6.6 Blood-borne Pathogens Exposure Control Plan, OSHA Blood-borne Pathogen Standard (29CRF 1910, 1030)  See:  http://www.germanna.edu/policies/policies_procedures/forms/bbp_policy_70200.pdf
6.5.1  Purpose 
The purpose of this exposure control plan is to eliminate or minimize employee occupational exposure to blood or other infectious body fluids. Other potentially infectious body fluids include semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, and any body fluid visibly contaminated with blood. 

6.5.2  Policy 
Responsible Parties: 
Germanna Departmental supervisors and managers shall be responsible for ensuring their employees comply with the provisions of this plan. Germanna Community College is responsible for providing all necessary supplies, such as personal protective equipment, soap, bleach, hepatitis B vaccinations, etc. Most of these supplies are available in both at risk departments, and the Security Officer locations at both campuses. Hepatitis B vaccinations shall be administered through a local medical facility. The Germanna Security & Safety Manager shall be responsible for all training of Germanna employees. 

6.5.3  Procedures 
Engineering and Work Practice Controls: 
Universal precautions will be observed by all Germanna employees in order to prevent contact with blood or other potentially infectious materials. All blood or other potentially infectious materials will be considered infectious regardless of the perceived status of the source individual. Engineering and work practice controls will be utilized to eliminate or minimize exposure of college employees working at Germanna Community College. 

1. Employees must wash their hands or other skin with soap and water, or flush mucous membranes with water, as soon as possible following an exposure incident (such as a splash of blood to the eyes or an accidental needle stick).* 

2. Employees must wash their hands immediately (or as soon as feasible) after removal of gloves or other personal protective equipment.* 

*Employees shall familiarize themselves with the nearest hand washing facilities for the building in which they work. Because most Germanna College buildings are public access, they will have available hand washing facilities in public restrooms and custodial/janitorial closets. If hand-washing facilities are not available, the college will provide either an antiseptic cleanser in conjunction with clean cloth/paper towels or antiseptic towelettes. If these alternatives are used, the hands are to be washed with soap and water as soon as feasible. 

3. Germanna employees who encounter improperly disposed needles or other sharps shall notify the Security& Safety Manager immediately and shall identify the department of the location of the needle(s). Additionally, the appropriate authorities at the location shall be notified (i.e., department manager, instructor). Needles shall be disposed of in labeled sharps containers provided at the location. 
4. Needles or other sharps will not be bent, recapped, or moved except as noted below: 

*Needles may be recapped only by using a mechanical device. 

*Needles may be moved only by using a mechanical device or tool (forceps, pliers, broom and dust pan). 
5. Breaking or sharing of needles is prohibited. 

6. No eating, drinking, smoking, applying cosmetics or lip balm, or handling contact lenses is allowed in a work area where there is a reasonable likelihood of occupational exposure. 

7. No food or drinks shall be kept in refrigerators, freezers, shelves, cabinets, or on countertops or bench tops where blood or other potentially infectious materials are present. 

8. Employees must perform all procedures involving blood or other potentially infectious materials in such a manner as to minimize splashing, spraying, splattering, and generation of droplets of these substances. 

Housekeeping: 

Decontamination will be accomplished by utilizing the following materials: 

*10% (minimum) solution of chlorine bleach 

*Lysol or other EPA-registered disinfectants 

1. All contaminated work surfaces, tools, objects, etc, will be decontaminated immediately or      as soon as feasible after any spill of blood or other potentially infectious materials. The bleach solution or disinfectant must be left in contact with contaminated work surfaces, tools, objects, or potentially infectious materials for at least ten minutes before cleaning. 

2. Equipment that may become contaminated with blood or other potentially infectious materials will be examined and decontaminated before servicing or use. 

3. Broken glassware will not be picked up directly with the hands; sweep or brush material into a dustpan. 

4. Known or suspected contaminated sharps shall be discarded immediately or as soon as feasible in containers that are closeable, puncture resistant, leak proof on sides and bottom, and marked with an appropriate biohazard label. 
5. When containers of contaminated sharps are being moved from the area of use, the containers shall be closed immediately before removal or replacement to prevent spillage or protrusion of contents during handling, storage, transport, or shipping. 
6. Reusable containers shall not be opened, emptied, or cleaned manually or in any other manner that would expose employees to the risk of percutaneous injury. 

Other Regulated Waste: 
Other regulated waste shall be placed in containers that are closeable, are constructed to contain all contents, and prevent leakage of fluids during handling, storage, transportation, or shipping. 

The waste must be labeled or color-coded and closed before removal to prevent spillage or 
protrusion of contents. 

 Laundry Procedures: 
Laundry contaminated with blood or other potentially infectious material will be handled as little as possible. Such laundry will be placed in biohazard bags at the location where it was used. Such laundry will not be sorted or rinsed in the area of use. 

The Security & Safety Manager shall coordinate cleaning or disposal of contaminated laundry. 

 Personal Protective Equipment: 
Where occupational exposure remains after institution of engineering and work controls, personal protective equipment shall also be utilized. 

The Facilities Management will provide gloves, face shields, eye protection, and aprons at no cost to employees. The Facilities Management will replace or repair personal protective equipment as necessary at no cost to employees. 

All personal protective equipment (PPE) will be chosen on the basis of anticipated exposure to blood or other potentially infectious materials. The (PPE) will be considered appropriate only if it does not permit blood or other potentially infectious materials to pass through or reach the employee’s clothing, skin, eyes, mouth or mucous membranes under normal conditions of use and for the duration of time for which the protective equipment will be used. Germanna will locate several (PPE) kits throughout their buildings located in areas where the risk of exposure is at its highest. 

Employees must… 

*Utilize protective equipment in occupational exposure situations. 

*Remove garments that become penetrated by blood or other potentially infectious material immediately or as soon as feasible. 

*Replace all garments that are torn or punctured, or that lose their ability to function as a barrier to blood borne pathogens. 

*Remove all personal protective equipment before leaving the work area. 

*Place all garments in the appropriate designated area or container for storage, cleaning, decontamination, or disposal. 
 Hepatitis B Vaccine: 
The hepatitis B vaccination shall be made available after the employee has received the training in occupational exposure and within 10 working days of initial assignment. It shall be made available to all employees who have potential occupational exposure unless the employee has previously received the complete hepatitis B vaccination series, antibody testing has revealed that the employee is immune, or the vaccine is contraindicated for medical reasons. 

If the employee initially declines the hepatitis B vaccination but at a later date decides to accept the vaccination, the vaccination shall then be made available. 

All employees who decline the hepatitis B vaccination offered shall sign the OSHA required waiver indicating their refusal. This form is attached as an appendix to this policy. 

If a routine booster does of hepatitis B vaccination recommended by U.S. Public Health Service at a future date, such booster doses shall be made available at no cost to the employee. 

 Post-exposure Evaluation and Follow-Up: 

All exposure incidents shall be reported, investigated, and documented. When the employee incurs an exposure incident, he or she shall report it immediately to his or her supervisor. 

Following a report of an exposure incident, the exposed employee shall go to a designated local health and medical center for a confidential medical evaluation and follow-up, including at least the following elements: 

1. Documentation of the route(s) of exposure. 

2. A description of the circumstances under which the exposure occurred. 

3. The identification and documentation of the source individual. (The identification is not required if the employer can establish that identification is impossible or prohibited by state or local law.) 

4. The collection and testing of the source individual’s blood for HBV and HIV serological status. 

5. Post exposure treatment for the employee, when medically indicated in accordance with the U.S. Public Health Service. 

6. Counseling. 

7. Evaluation of any reported illness. 

The healthcare professional evaluating an employee will be provided with the following information: 

1. A copy of this plan. 

2. A copy of the OSHA Blood borne Pathogens regulations (29 CFR 1910.1030). 

3. Documentation of the route(s) of exposure. 

4. A description of the circumstances under which the exposure occurred. 

5. Results of the source individual’s blood testing, if available. 

6. All medical records applicable to treatment of the employee, including vaccination status. 
The employee will receive a copy of the evaluating healthcare professional’s written opinion within 15 days of the completion of the evaluation. 

The healthcare professional’s written opinion for hepatitis B vaccination is limited to the following: 

1. Whether the employee needs the hepatitis B vaccination. 

2. Whether the employee has received such a vaccination. 

The healthcare professional’s written opinion for post exposure evaluation and follow-up is limited to the following information: 

1. That the employee was informed of the results of the evaluation. 

2. That the employee was informed about any medical conditions resulting from exposure to blood or other infectious materials that require further evaluation or treatment. 

All other findings or diagnoses will remain confidential and will not be in a written report. 

All medical evaluations shall be made by or under the supervision of a licensed physician or by or under the supervision of another licensed healthcare professional. All laboratory tests must be conducted by an accredited laboratory at no cost to the employee. All medical records will be kept in accordance with 29 CFR 1910.20. 

 Training: 
All high-risk employees shall participate in a training program. Training will occur before assignment to a task where occupational exposure may take place and at least annually thereafter. Additional training will be provided when changes such as modification of tasks or procedures affect the employee’s occupational exposure. 

Any employee who is exposed to infectious materials shall receive training, even if the employee was allowed to receive the HBV vaccine after exposure. 

The training program will include at least the following elements: 

1. An accessible copy of the regulatory text of 29 CFR 1910.1030 and an explanation of its contents. 

2. A general explanation of the epidemiology and symptoms of blood borne diseases. 

3. An explanation of the modes of transmission of blood borne pathogens. 

4. An explanation of the employer’s exposure control plan and the means by which the employee can obtain a copy of the written plan. 

5. An explanation of the appropriate methods for recognizing tasks and other activities that may involve exposure to blood or other potentially infectious materials. 

6. An explanation of the use and limitations of methods that will prevent or reduce exposure, including appropriate engineering controls, work practices, and personal protective equipment. 

7. Information on the types, proper use, location, removal, handling, decontamination, and disposal of personal protective equipment. 

8. An explanation of the basis for selection of personal protective equipment. 

6.5.4   Definitions: 
Blood – human blood, human blood components, and products made from human blood. 
Blood borne Pathogens – pathogenic microorganisms that are present in human blood and can cause disease in humans. These pathogens include, but are not limited to, hepatitis B virus (HBV) and human immunodeficiency virus (HIV). 
Contaminated – the presence or the reasonably anticipated presence of blood or other potentially infectious materials on an item or surface. 
Decontamination – the use of physical or chemical means to remove, inactivate, or destroy blood borne pathogens on a surface or item to the point where they are no longer capable of transmitting infectious particles and the surface or item is rendered safe for handling, use, or disposal. 
Engineering Controls – controls (e.g., sharps disposal containers, self-sheathing needles, safer medical devices, such as sharps with engineered sharps injury protections and needle less systems) that isolate or remove the blood borne pathogens hazard from the workplace. 

Exposure Incident – means a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral contact with blood or other potentially infectious materials that result from the performance of an employee’s duties. 
Hand washing Facilities – a facility providing an adequate supply of running potable water, soap and single use towels or hot air drying machines. 

HBV – hepatitis B virus. 

HIV – human immunodeficiency virus. 
Occupational Exposure – reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood or other potentially infectious materials that may result from the performance of an employee’s duties. 
Other Potentially Infectious Materials – (l) the following human body fluids: semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, any body fluid that is visibly contaminated with blood, and all body fluids in situations where it is difficult or impossible to differentiate between body fluids; (2) Any unfixed tissue or organ (other than intact skin) from a human (living or dead); and (3) HIV – containing cell or tissue cultures, organ cultures, and HIV – or HBV – containing culture medium or other solutions; and blood, oranges, or other tissues from experimental animals infected with HIV or HBV. 
Personal Protective Equipment – is specialized clothing or equipment worn by an employee for protection against a hazard. General work clothes (e.g., uniforms, pants, shirts or blouses) not intended to function as protection against a hazard and are not considered to be personal protective equipment.

Regulated Waste – liquid or semi-liquid blood or other potentially infectious materials; contaminated items that would release blood or other potentially infectious materials in a liquid or semi-liquid state if compressed; items that are caked with dried blood or other potentially infectious materials and are capable or releasing these materials during handling; contaminated sharps; and pathological and microbiological wastes containing blood or other potentially infectious materials. 
Sterilize – the use of a physical or chemical procedure to destroy all microbial life including highly resistant bacterial endospores. 
Universal Precautions – an approach to infection control. According to the concept of Universal Precautions, all human blood and certain human body fluids are treated as if known to be infectious for HIV, HBV, and other blood borne pathogens. 
Work Practice Controls – controls that reduce the likelihood of exposure by altering the manner in which a task is performed (e.g., prohibiting recapping of needles by a two-handed technique). 
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6.7  Chemical Hygiene Plan
 See: http://www.germanna.edu/publications/documents/2011-12catalogHandbook/Student_Handbook.pdf                                 
6.7.1   Purpose 
The Occupational Safety and Health Administration (OSHA) regulation for occupational exposures to hazardous chemicals in laboratories, federal regulation 29 CFR 1910.1450 as adopted by Virginia, requires that each facility engaged in the laboratory use of hazardous chemicals develop and implement a written program know as a Chemical Hygiene Plan which identifies procedures, equipment, personal protective equipment and work practices that will: 

• Protect faculty, staff and students from the health hazards presented by hazardous chemicals used in that particular laboratory; and, 

• Keep potential hazardous chemical exposures to faculty, staff and students below the OSHA, permissible exposure levels (PEL) or as low as reasonably achievable. 

6.7.2   Policy 
This Plan implements guidelines and work practices that are capable of protecting faculty, staff and students from health hazardous presented by hazardous chemicals used in laboratories. It is the basis for the chemical hygiene plan to insure the proper implementation of controls to protect the safety and health of every faculty, staff and student. It is to be used in conjunction with the Hazard Communication Plan. Faculty, Staff and Students may be exposed to hazardous chemicals in the course of their classes and all individuals with primary duties which involve laboratory operations are required to follow the provisions of this plan. 

6.7.3   Responsibilities 
The Dean of Instruction has designated the Laboratory and Research Specialist I at the Locust Grove Campus to serve as Chemical Hygiene Officer for all its laboratories. The Chemical Hygiene Officer is the primary liaison for laboratory chemical safety issues. The Chemical Hygiene Officer works closely with the College Safety/Security Manager to ensure an optimal safety environment exists in the College's laboratories.

Laboratory Instructors: All laboratory instructors have responsibility for routine chemical hygiene and safety within their laboratory. The following are minimum responsibilities: 

• Insure that everyone knows and follows all safety procedures for the specific activities taking place. 

• Provide regular chemical safety and housekeeping inspections of each area for proper equipment and procedures. 

• Know the current requirements for regulated substances used in that laboratory. The instructor must know the current product information on proper use, storage, handling and disposal. 

• Determine the required levels of personal protective equipment and facility engineering controls, such as ventilation. 

• Keep the quantities of hazardous materials at a minimum. Purchase only the quantities which are most likely to be fully used and limit the generation of hazardous waste. 

• Establish and maintain a depository of Material Safety Data Sheets (MSDSs) for all chemicals and products used in their laboratory. 

General Principals 
Minimize Exposure: It is prudent to minimize all chemical exposures. Because few laboratory chemicals are without hazards, general precautions for handling all laboratory chemicals should be adopted, rather that specific guidelines for particular chemicals. Inhalation, ingestion and skin contact with chemicals should be avoided as much as possible. 

· Minimize Risk: Do not under estimate the health and safety risks involved with any chemical. Exposure should be minimized for substances of unknown hazards and for work with substances which present special hazards. One should presume that any mixture will be more toxic than its most toxic component and that all substances of unknown toxicity are toxic. 

· Ventilation: Adequate ventilation must be provided. The best way to prevent exposure to airborne substances is to prevent mists, fumes, gases, etc. from getting into the working atmosphere or a person’s breathing zone in unsafe concentrations by use of hoods, exhaust fans, or other ventilation devices. 

· Hazardous Waste Disposal: Dispose of all hazardous waste materials in accordance with College established procedures. Contact the Safety/Security Manager for assistance. 

Exposure Determination 
Initial monitoring of potential chemical exposure of laboratory participants to hazardous substances is only required if a substance is regulated by a standard which requires monitoring and if there is reason to believe that exposure levels for that substance is routinely exceeding the action level for OSHA requirements. 

Proper ventilation, personal protective equipment (PPE), good hygiene and prudent work practices are all measures that can be taken to reduce the probability of laboratory exposure. Periodic spot checks of laboratory facilities should be conducted to insure that these actions are being implemented. 

Medical Assistance 
Immediate medical attention is provided through emergency services. Dial 911 for emergency services. 

Information specific to the incident must be provided. This includes the identity and amount of the hazardous chemical(s); a MSDS (if possible); and conditions of how the exposure occurred. 

Equipment 
Design: Each laboratory should have an appropriate general ventilation system suitable for personal comfort levels and not create indoor air quality problems. Adequate storage areas should be provided, as well as laboratory fume hoods, safety eyewash fountains and deluge showers. 

Maintenance: Building mechanical and fire safety systems must be operable and provide a high level of protection to building occupants and equipment. 

Usage: The type of work being performed and its scale or level of effort must be appropriate to the size and type of the laboratory facility available. 

Ventilation 
General ventilation is provided primarily for occupant comfort, it should not be relied on for protection from toxic substances released into the laboratory. Local exhaust ventilation and fume hoods are required to protect people from overexposure to chemicals. 

Fume hoods should be monitored to confirm proper operation. Periodic ventilation surveys should be performed to insure adequate air flow. Do not use a fume hood if the fan does not operate. 

General room air flow should not be turbulent and other room fans should not be directed toward fume hoods. 

All ventilation systems should be evaluated upon installation, monitored regularly and re-evaluated whenever changes are made. 

Personal Protective Equipment(PPE) 
· PPE includes clothing, gloves, aprons, glasses or goggles that will be provided at no cost to Faculty, Staff or Students. PPE must be compatible with the hazards of the chemical in use. The MSDS provides information as the type of PPE to be used. Actual selection may vary depending on availability of other equipment such as fume hoods, ventilation systems, etc. 

· Eye protection must be used at all times during the performance of laboratory procedures. 

· Students, faculty and staff should dress appropriately while working in the laboratory. Sandals, short pants and bare feet are not allowed. 

6.7.4   Procedures 
Chemical Safety Rules 
· Follow all safety instructions carefully as provided by each Instructor. 

· Perform only authorized experiments. Instructors who are responsible for experiments must inform others in the immediate area of any potential hazards. 

· Immediately report all accidents and unusual occurrences. 

· Horseplay cannot be tolerated in any laboratory or where any chemicals are being used. 

· Do not eat in the laboratory or any place where chemicals are stored and/or used. 

· Compressed gas cylinders: 

· Keep compressed gas cylinders secured by using a chain, strap, or stand to prevent tipping or falling at all times. 

· Identify the contents with a legible label. 

· Do not expose to temperatures above 125°F or 51.7°C. 

· Use a cart to move. 

· Do not lubricate, modify or tamper with cylinder valve. 

Planning Laboratory Experiments 
· List all possible reactions, including side reactions, before starting. Consider all reactants, intermediates and products in terms of flammability, toxicity and reactivity. Follow recognized safety procedures concerning protective equipment, housekeeping and handling as described on MSDSs and manufacturers instructions. 

· If a reaction is unknown, always start with small quantities of material and carefully observe reaction characteristics such as temperature, color, viscosity and physical state. Obtain safety data on reactants and products from reference books, analysis or MSDS. Provide adequate cooling, ventilation, pressure relief, and gas purging. Isolate the reaction vessel, if possible, and make frequent inspections of the reaction and equipment. 

· Know what to do in case of accident. Follow established procedures in case of fire, bodily injury, equipment failure or power failure. 

Housekeeping 
· Used equipment, chemicals, and supplies should not be left on bench tops or in fume hoods. Return used apparatus to designated storage areas. 

· Keep the assembled equipment orderly and back from the bench edge. 

· Aisles, walkways and exit doorways should be clear, dry and free of obstructions. 

· Equipment and supplies should not block access to fire extinguishers, safety showers, eyewash fountains or other emergency equipment. 

· Keep drawers and cabinet doors closed when not in use. 

· Clean up dropped or spilled material immediately for disposal in an appropriate waste container. Chemical spills and leakages should be neutralized when necessary and cleaned up immediately. Chemical spill clean-up kits should be available in each lab with appropriate materials for the chemicals in that area. 

· Do not eat or smoke in the laboratory or use laboratory glassware as containers for foods or beverages. 

· Do not store food in laboratory refrigerators. 

Procurement/Storage/Inventory 
· Procurement: Information on proper handling, storage and disposal should be known to those who will use it prior to receipt of the hazardous substance. 

· Labels on incoming containers of hazardous chemicals are not to be removed or defaced. 

· Storage: 

· Hazardous chemicals should be segregated in an area with proper ventilation, containment and adequate handling and emergency equipment available. Containers should be examined regularly for deterioration or other abnormal features. Storage areas should not be used for other operations and should be controlled by a designated individual. 

· Acids should be segregated from bases and active metals such as sodium, potassium, magnesium, etc. 

· Store flammables only in approved safety cans or cabinets. Segregate from oxidizers and keep away from sources of ignition. 

· Store oxidizers in cool, dry place away from combustible material. 

· Store water reactive chemicals in a cool, dry place and post warning signs not to fight fire with water. 

· Store pyrophorics in a cool, dry place in airtight containers. 

· Inventory 

· Inventory storage should be kept at a minimum. Exposure to heat or direct sunlight should be avoided and unused or unneeded items should be disposed of as hazardous waste. 

· Hazardous chemicals shall be inventory at the end of each semester with the quantities and amount of each chemical. Documentation of the Hazardous chemicals quantities and amounts shall be provided to the Chemical Hygiene Officer and Safety/Security Manager 

Signs 
Location signs for safety showers, eyewash stations, other safety and first aid equipment, exits and storage areas should be posted. Warning signs designating restricted areas or hazardous equipment are also required. 

Training 
Faculty, staff and student training will be accomplished and documented through the use of lecture, conference, or appropriate audio visual media. 

Waste Disposal 
Follow procedures established for Hazardous Waste Disposal. Contact the Safety/Security Manager. 

   Definitions 

· Chemical Hygiene Officer means an employee who is designated by the employer, and who is qualified by training or experience, to provide technical guidance in the development and implementation of the provisions of the Chemical Hygiene Plan. 

· Chemical Hygiene Plan means a written program developed and implemented by the employer which sets forth procedures, equipment, personal protective equipment and work practices that are capable of protecting faculty, staff and students from the health hazards presented by hazardous chemicals. 

· Hazardous chemical means a chemical for which there is statistically significant evidence based on at least one study conducted in accordance with established scientific principles that acute or chronic health effects may occur in exposed faculty, staff and students. 

· Laboratory means a facility where the "laboratory use of hazardous chemicals" occurs. 

6.8        Hazard Communication 

See:  http://www.germanna.edu/policies/policies_procedures/documents/hazardcomprogram.pdf
 
6.8.1 Purpose 

To establish guidelines and policies to make Germanna Community College employees aware of chemical hazards to which they may be exposed and methods to help protect them while handling and using chemicals. 

6.8.2. Policy 
Scope:  This document applies to all employees of Germanna Community College. 

Responsible Parties: 
· College administration and Laboratory Managers are responsible for supporting those actions necessary to meet and maintain compliance with regulations governing hazardous chemicals. 

· Managers, Laboratory Managers, Supervisors, Department Heads, and Teaching Faculty supervising laboratory activities (or their designees) are responsible for: 

· Determining whether hazardous chemicals are present in their work or teaching area 

· Ensuring that written chemical inventories are prepared for each area of responsibility and that the inventory is accessible in each applicable area 

· Ensuring that written inventories are supplied initially upon use of an area or initiation of a program and are provided annually thereafter to the Safety and Security Manager by December 1 

· Ensuring that all employees and students within their jurisdiction who work with hazardous chemicals receive training according to the Occupational Safety and Health Administration (OSHA) Hazard Communication Standard 

· Ensuring that new chemicals are evaluated for potential effects as a hazardous chemical before use 
· Ensuring that all purchase orders for chemicals require a material safety data sheet (MSDS), unless the person has verified that a valid MSDS is already on hand in the work or teaching area 
· Ensuring that for every hazardous material present, an MSDS is available for review by employees, students, and contractors who may come in contact with the chemicals in the work or teaching area 

· Ensuring that all chemical containers are labeled according to the requirements of the OSHA Hazard Communication Standard 

· Safety and Security Manager position is responsible for: 

· Maintaining a master list and/or file of Material Safety Data Sheets 

· Preparing and updating the College’s Hazard Communication Policy and programs including training, posters, communications, and other related documents 

· Coordinating any response or interaction with OSHA, the Virginia Department of Labor and Industry, and/or other oversight agencies regarding hazard communications 

· Conducting reviews or audits of internal areas of the College and reporting results to the Facilities Manager, to the department or teaching area, and to the member of President’s Council with responsibilities for the work or teaching area 

· Employees Using Hazardous Chemicals are responsible for: 

· Receiving OSHA hazard communications training 

· Following all procedures specified for the use and handling of hazardous materials, including storage, transport, labeling, protective equipment, etc. 

· Knowing the location of the Written Hazard Communication Policy and Procedure, written chemical inventories for work or teaching areas, and material safety data sheets for the hazardous chemicals that they may come into contact with. 

· The Purchasing Officer is responsible for ensuring that all purchase orders for chemicals processed through the Purchasing Department include a statement requiring an MSDS sheet from the vendor or includes an affidavit from the requestor that a valid MSDS sheet is on file in all work or teaching areas storing and using this chemical. 

Chemicals Exempted from the Hazard Communication Standard: 
· Any food, food additive, color additive, drug, or cosmetic, including materials intended for use as ingredients in such products (e.g., flavors and fragrances), as such terms are defined in the Federal Food, Drug and Cosmetic Act (21 U.S.C. 301 et seq.) and regulation issued under the Act, when they are subject to the labeling requirements of that Act and labeling regulations issued under that Act by the Food and Drug Administration; 

· Any distilled spirits (alcoholic beverages), wine, or malt beverage intended for non-industrial use, as such terms are defined in the Federal Alcohol Administration Act (27 U.S.C. 201 et seq.) and regulations issued under that Act, when subject to the labeling requirements of that Act and labeling regulations issued under that Act by the Bureau of Alcohol, Tobacco, and Firearms; 

· Any consumer product or hazardous substance as those terms are defined in the Consumer Product Safety Act (15 U.S.C. 2051 et seq.) and Federal Hazardous Substances Act (15 U.S.C. 1261 et seq.) respectively, when subject to a consumer product safety or labeling requirement of those Acts, or regulations issued under those Acts by the Consumer Product Safety Commission; 

· Any hazardous waste, defined by the Solid Waste Disposal Act, as amended by the Resource Conservation and Recovery Act of 1976, as amended (42 U.S.C. 6901 et seq.), when subject to regulations issued under that Act by the Environmental Protection Agency; 

· Tobacco or tobacco products; 

· Wood or wood products; 

· Articles which do not release, or otherwise result in exposure to, a hazardous chemical under normal conditions of use; and, 

· Foods, drugs, or cosmetics intended for personal consumption or use by employees while in the workplace. 

6.8.3  Procedures 
Hazardous Materials Inventory and Location: 
· An inventory of hazardous chemicals present in each work or teaching area is to be prepared under the direction of the supervisor, laboratory manager, or department head. A specific inventory format is required and may be obtained from the Safety and Security Manager. All hazardous chemicals must be listed, including those pipes, storage tanks, bottles, boxes, or other individual containers. The inventory must include the following items: name of the chemical (trade name or chemical name), amount of the chemical typically present, the location of the chemical (building or room number), and the responsible department or work unit. 

· Hazardous chemicals include those defined as a “health hazard” as well as those deemed a “physical hazard.” Please refer to the definitions in Section 4 for further descriptions of these terms. 

· The inventory must be: 

· Written (typed) on the required form 

· Accessible to all employees of the work area during their work shift 

· Updated as changes are made 

· Submitted to the Safety and Security Manager after each update 

· The following areas typically have hazardous materials present: 

· Facilities Management (Buildings & Grounds) work areas 

· Art Department 

· All Science Laboratories 

· All Nursing and Dental Hygiene laboratories 

· Automotive repair workshops and laboratories 

· Carpentry workshops and laboratories 

Labels and Warnings 
Incoming Containers 
Chemical manufacturers and suppliers are responsible for labeling containers of hazardous chemicals according to OSHA regulations. It is the responsibility of the managers, laboratory managers, supervisors, department heads, and/or their designees to ensure that each container arriving at a facility is labeled or marked legibly with the following information: 

· Identity (either the chemical or the common name for the agent as long as the term is used consistently with the Inventory and the MSDS) 

· Appropriate hazard warnings 

· Name and address of the chemical manufacturer, supplier, or other responsible party 

Workplace Containers 
Hazardous chemicals, when removed from the original shipping container, must be placed into containers having appropriate labels affixed that include the chemical identity and the hazard warning. Proper labels must be affixed to any container housing hazardous chemicals. Therefore, if hazardous chemicals are placed into multiple containers, each container must have an appropriate label affixed. 

Exceptions 
Chemicals to be used exclusively by one employee during one work shift may be transferred to and used from unlabeled containers. However, if the employee leaves the chemical unattended at any time (e.g., breaks, other business duties, lunch, return home), then the chemical container must be labeled. 

Laboratory chemicals dispensed from a properly labeled container may be identified by name only when dispensed for use in the laboratory. 

Updating Labels 
If a department is notified of significant hazard characteristic changes on an updated MSDS, the supervisor, manager, laboratory manager, department head, teaching faculty, or designee responsible for container labeling shall see that any outdated hazard warnings on labels are corrected to reflect the updated information. 

Material Safety Data Sheets (MSDS) 
· Obtaining MSDS – a Material Safety Data Sheet is required for each hazardous chemical on the Inventory or in a work or teaching area. Chemical manufacturers and suppliers are required to provide a MSDS for each chemical provided to a customer. Departments shall document their efforts to obtain MSDS from suppliers. A copy of each purchase order and/or letter requesting each MSDS shall be maintained in each MSDS file until the sheet is supplied. A copy of each department’s MSDS must be submitted to the Safety and Security Manager. 

· Maintaining MSDS – all Material Safety Data Sheets, a copy of the written Hazard Community Policy, and a list of hazardous chemicals in the workplace or classroom are to be maintained in a file, folder, or notebook at each permanent workplace or classroom at a location convenient and readily accessible to all employees or persons who come in to contact with hazardous chemicals during all shifts. 

· Updating MSDS – supervisors, managers, laboratory managers, department heads, teaching faculty, and/or designees shall review Incoming MSDS. Copies of updated MSDS shall be forwarded to all affected departments and the Safety and Security Manager. If the new MSDS has not been revised from the version already on file, the new MSDS may be discarded. If the new MSDS has been revised, the new MSDS must be placed in the file and the old MSDS discarded. Employee exposure records and related MSDS records must be retained for thirty (30) years past the duration of the exposed employees’ employment. 

Employee Training 
· All employees are required to receive initial hazard communication training. Employees who are or may be exposed to hazardous chemicals in the workplace shall receive additional training on each chemical hazard (not necessarily each chemical). New employees shall be trained as soon as possible after hiring and before they are assigned to work with hazardous chemicals. 

· The appropriate manager, laboratory manager, supervisor and department head ensure that all required hazard communication training is completed. Initial training shall include a brief discussion of the OSHA Hazard Communication Standard and the Germanna Community College Hazard Communication Policy. 

· Appropriate training shall be conducted by managers, laboratory managers, supervisors, and department heads on specific chemical hazards in each workplace, and when a new hazard (not necessarily a new chemical) is introduced into the work area.

· All training will include interpretation of container labeling, use and interpretation of MSDS, methods and observations that may be used to detect the presence of a hazardous material in the work area.  This will include air monitoring, presence of odor, visual appearance of the material, etc., where to find information on the health and physical hazards of the hazardous materials in the work area, protective equipment available to the employee that will provide protection while working with or around the hazardous material and how to obtain protective equipment, and who to contact to obtain further information about a specific hazardous material or work condition.

· The appropriate manager, laboratory manager, supervisor, or department head shall maintain documented records of training.  Records of training shall include a copy of the Hazardous Communication Policy, a description of any audio-visuals used, and the date training was completed.  All employees completing hazard communication training shall sign a training roster.

· Follow-up shall be conducted by supervisors to ensure that affected employees remain aware of the Hazard Communication Standard and its requirements.  These employees must be shown where the Material Safety Data Sheets are located within their department.  Each employee must have a general familiarity of the hazardous properties of the chemicals in their work area and the protective measures being implemented.
Non-Routine Tasks 
On occasion, employees may be asked or required to perform hazardous non-routine tasks. Before starting work on such projects, each assigned employee will be given information by his/her supervisor about the hazardous chemicals to which they may be exposed during the work activity. This information will include specific hazards; protective and safety measures the employee is to take; and, any measures the College has taken to lessen the hazard, including ventilation, respirators, presence of another employee, and emergency procedures. 

Non-College Personnel 
· It is the responsibility of the head of the department working with contractors to make available and to disseminate to contractors the following information: 

· potentially hazardous substances to which the contractor and/or the contractor’s employees may be exposed while on the job site; and 

· precautions the non-college personnel may take to lessen the possibility of exposure by usage of appropriate protective measures. 

· To gather and disseminate any information concerning chemical hazards that contractors or service agents bring to the College, the following positions are to be consulted before work begins: 

· the Safety and Security Manager for any type of activity, 

· the Facilities Manager for contractors or service agents providing construction and maintenance services for or in support of buildings and grounds, and 

· the Purchasing Officer for contractors or service agents servicing equipment. 

· MSDS provided by the vendor must be distributed immediately to the designated file locations, to the affected work area, and to the Safety and Security Manager. 

· The Safety and Security Manager should keep local emergency services agencies apprised of hazardous chemicals kept on site and approximate or typical quantities. This may be done by providing them a copy of the master hazardous chemical inventory list. Local emergency services should also be notified that MSDS are available at the College. 

5. Definitions 
Physical Hazard – a chemical for which there is scientifically valid evidence that it is a corrosive, an oxidizer, a combustible liquid, a compressed gas, an explosive, a flammable, an organic peroxide, and unstable (reactive) or water reactive. This hazard information is available from labels and MSDS. 

Health Hazard – a chemical for which there is significant evidence based on at least one study conducted in accordance with established scientific principles that acute or chronic health effects may occur in exposed persons. The term includes chemicals that are carcinogenic, toxic or highly toxic agents, reproductive toxins, irritants, corrosives, sensitizers, or agents that damage the lungs, skin, eyes, mucous membranes, liver, kidneys or other target organs. 
6.9  Inclement Weather Policy
 6.9.1  Purpose 

Policy 70140 shall establish the process for determining when to close the campuses/sites and/or cancel classes due to inclement weather, how to communicate notice of closings, and timekeeping and employee compensation issues during closings. 

6.9.2 Policy 

1.  Responsible Parties: 

The Vice President for Academic Affairs and Student Services and Vice President for Administrative Services are jointly responsible for making a decision on closing the campuses/centers/sites and/or canceling classes. The College reserves the right to hold classes or operations at one campus, center or site when another campus, center or site is closed, as the situation warrants. The Vice Presidents shall employ various methods to research conditions including assessments from College staff, Virginia Department of Transportation, and weather services.  Each person who has responsibility for inclement weather closing procedures shall notify others in the process when he or she will be unavailable and will designate a substitute and communicate this information to other individuals in the process. 

2.  Closed Campuses/Sites: 

When an individual campus/site is closed, all classes, meetings, programs, and other activities are canceled at that particular location.  No faculty, staff, or students involved at that particular campus/center/site are to report to that location except those designated as essential personnel who are to report as scheduled within their work units. Non-essential employees reporting to work when closings have been announced or communicated shall not be credited with compensatory time in accordance with policies of the Commonwealth of Virginia. Essential personnel are deemed those necessary to safety and security, to remove snow, ice and/or other debris, to affect repairs to the building and building systems, and to remove hazards preventing operations.  The bookstore, food services, and ODU Teletechnet courses will close in conjunction with closings and class cancellations; no classes results in no services available. If classes are in session, then services will be available.  Use of the College facilities by outside groups will be cancelled in conjunction with Germanna closings and class cancellations. 

3.  Delayed Opening: 

When the College will open on a delayed basis, classes will begin and employees are to report at the time announced. Classes will begin when the college officially opens and any remaining time for instruction will be utilized. For example, if the class is scheduled to begin at 9:30 a.m. and the college opens at 10:00 a.m., instruction for that class will commence at 10:00 a.m. 

4.  Classes Canceled: 

When only classes are canceled, employees shall be expected to report to their normal workstations. In such an event, the radio or television announcement will include the time for administrators and staff to report. 

5. Off-Campus Sites: 

Closings at off-campus sites will be determined and communicated by the Vice President for Academic Affairs and Student Services or designee. If an off-campus site is closed for its other intended purpose, classes will not be held at that site until it reopens. For example, if a class is scheduled for a high school and the high school announced it is closed for the day, Germanna shall not conduct classes at that site on that day. 

6. Weekend Activities: 

Determination of weekend cancellations and closings shall be determined in a manner similar to the processes used during the week; however, various employees will rotate duties. A calendar or schedule of employees and duties will be developed in the fall for distribution among all impacted persons and positions. If a weekend is not specifically identified, those positions with inclement weather responsibilities during weekdays will have responsibility. If a person is unable to serve on the scheduled weekend, then it is the responsibility of that person to identify a replacement and to notify all other persons scheduled for duty that weekend of the change. 

7. Safety Notice: 

If classes are held and the campus/center/site is open, each individual must assess conditions at the point from which that person is traveling since conditions can vary throughout the service region. No one is expected to place class or work attendance above personal safety. 

8. Media Stations and Announcements: 

A listing of Radio and Television Stations will be reviewed annually by the President and his staff and will be available in the Inclement Weather brochure and on the Germanna Community College web site.  Any closing or delayed opening announcements will also be on the college website: www.germanna.edu 

6.9.3  Procedures 


6.9.3.1  Decision to Close or Open Late: 

1.  Assessment and Reporting: 

Weekday: 

The Vice President for Administrative Services will designate individuals in different areas of the service region to assess weather and roadway conditions. The Facilities Manager will assess conditions on the campus/site and in the service region through personal observation, staff reports, and reports from on-duty security personnel. Additionally, the Vice President for Administrative Services shall research road conditions and weather predictions through Internet web sites, television reports, and/or radio reports. 

All individuals will report their findings and recommendations to the Vice President for Administrative Services or a named designee by 5:30 a.m. 

a. The Facilities Manager will assess conditions on the campus/site and throughout the service region through personal observation, staff reports, reports from on-duty security personnel, and other means. 

b. The Facilities Manager will also assess the length of time it would take to make the College facilities safe for operations. 

c. The Vice President for Administrative Services shall research road and weather conditions via Internet web sites, television reports, radio reports, and updates from the Facilities Manager. 

Weekend: 

Assessment and Reporting shall be combined so that one person from Financial & Administrative services will assess road, College facilities, and weather conditions. 

2.  Decision-making: 

Weekday: 

The Vice President for Administrative Services shall call the Vice President for Academic Affairs and Student Services with a summary of conditions and recommendations no later than 5:50 a.m. The Vice Presidents will make a joint decision. 

Weekend: 

Assessment and reporting position shall contact the on-duty Academic Services manager to report conditions. Academic Services Manager will make decision. 

3.  Communication of Decision: 

Weekday: 

The Administrative Assistant for Facilities Management, the Facilities Manager and the Financial Coordinator, will be contacted by the Vice President for Administrative Services regarding the decision. If the decision is to close or delay opening: 

a. The Administrative Assistant to the Facilities Manager or designee will contact the Administrative Assistant to the Vice President for Administrative Services. The Administrative Assistant for the Facilities Manager will contact the radio stations (see policy) and Administrative Assistant to the Vice President for Administrative Services will contact the television stations (see policy) with the proper announcement. 

b. The Facilities Manager will arrange with B&G staff and/or contractors for the removal of snow, ice, and/or other impediments from the driveways, parking lots, and sidewalks from both campuses as necessary to permit College operations at the agreed upon time or date. 

c.   The Facilities Manager shall arrange for security coverage during the period the   
d.   campuses are closed. 

e.    The Financial Coordinator shall ensure the voice mail messages at the main
   telephone numbers for all campuses and centers are updated, and will arrange   

   for receptionist/telephone switchboard coverage, if necessary.



f.    The Administrative Assistant to the Vice President for Administrative Services will   
   contact the Technology Support Services person to update the College web site. 

Weekend: 

a. Assessment and Reporting person will contact the first of two media persons. 

b. The first media person will contact the second Media person and the two Media positions will contact all listed television, radio, and Internet sites (except College web site). 

c. The Academic Services Manager will contact the Dean of Student Services. 

d. The Assessment and Reporting person will contact a representative from the Business Office to update all voice mail messages for the main number at each campus or site. 

e. The second media person will contact the on-call Technology Support Services person to update the College web site. 

f. The Assessment and Reporting person will contact the Facilities Manager, or designee, to initiate any necessary actions to bring the facilities to a usable condition. 

g. The Assessment and Reporting person will contact the Security Supervisor to arrange security coverage. 
4. Delayed Opening: 
Classes will begin when the college officially opens and any remaining time for instruction will be utilized. For example, if the class is scheduled to begin at 9:30 a.m. and the college opens at 10:00 a.m., instruction for that class will commence at 10:00 a.m. If the College opening will be delayed, a time will be announced when the College will open. All employees who were scheduled to begin work on or before the announced time will be expected to report and be ready for work at the announced time. In accordance with State policy, an employee reporting to work earlier than the delayed opening time will not be credited with hours worked or with compensatory time, if an announcement regarding the delayed opening was made by the College. 

5. 
Compensation during college closing, delayed opening or early closing: 

If the college closes for the entire day or a portion of the day, classified employees, teaching faculty and faculty- ranked administrators will be compensated for the hours they are normally scheduled to work that the college is closed. For documentation purposes on the timesheet, the code OT (other time) is used. For example: If an employee’s regular schedule is 8:30-5pm and the college has a delayed opening at 10am, that employee would have 1.5 hours of OT. If an employee is on an alternate schedule and works ten-hour days Tuesday to Friday and the college is closed for inclement weather on Monday, the employee would receive no additional compensation or leave, as they were not scheduled to work the day the college closed. 

When an employee is on pre-approved leave and the college is closed, the hours will not be charged to the employees’ leave balances 

Employees are expected to report to work the hours the college is open. In some exceptions, road conditions or transportation difficulties may cause an employee to arrive late or not report at all. With proper notice and explanation, the employee is approved to use appropriate accrued leave. 

Decision to Close During the Day: 

1.
Weekday 

The Chief Administrative Officers, or designee, at each campus shall assess conditions and make a joint decision. The decision should be made no later than 4:00 p.m. The procedures in Section 3.1.3 will then be employed. 

2.
Weekend: 

The Academic Services manager shall assess conditions and make a decision and may contact the on-duty security officer and/or the Assessment and Reporting position to relay additional information on conditions. 

6.9.4
Effect on Classes

When the College is closed, classes and normal operations are cancelled.  When the College is closed, off-campus classes are also cancelled.  Off-site classes shall also be cancelled if the off-site facility closes – even if the College did not cancel classes.

6.9.5
Late or Delayed Openings

In the event that the College will open on a late or delayed basis, the inclement weather announcement will include the time of opening.  Faculty and students shall report to the class that is normally scheduled for the time of the opening.  For example, if the College opens at 9:30 a.m. and a person has a 9:00 a.m. to 10:00 a.m. class, faculty and students should report to that class at 9:30 a.m.  Persons involved in determining the opening of the campuses shall consider the normal classroom operating schedules; however, in the event the two campuses and the Daniel Technology Center or the Stafford Center are operating on different schedules, openings will inevitably occur in mid-class for one location or other and for certain classes.

6.10
Keys and Access Cards, Badges to Open Computer Labs

Keys will be issued and controlled by the Facilities Manager.  Upon termination of a contract, faculty members shall be responsible for returning keys and cards to the Facilities Manager.

Keys and cards are not to be duplicated or loaned to another person. If duplicates are required, the Facilities Manager must issue it.

6.11
Lost and Found


All personal articles found at the College are stored in the Admissions and Records office at either the Locust Grove or Fredericksburg Campus.  At the Daniel Technology Center or the Stafford Center, one should check for lost articles in the main office.   Articles may be claimed upon appropriate demonstration of ownership.  Articles are not held from one academic year to the next.

6.12
Mail

U.S. Mail is delivered to each campus or picked up at the appropriate postal facility by the College courier.  The College provides postage for all outgoing college-related correspondence.  Business Office personnel and others sort incoming U.S. and inter-campus mail.

Individual mailboxes for full-time faculty are provided in the respective academic areas at both campuses.  Administrative assistants in the Division Deans’ offices sort faculty mail.

Inter-campus mail is transported daily between campuses by a courier.  The courier is an employee of Facilities.

6.13
Office Assignments


The Division Dean will assign faculty office space.

6.14      Requisition of Supplies and Equipment

When purchasing supplies and equipment for the College, the procedure is as follows:

(1) Faculty members will fill out an official Purchase Request form.

(2) Faculty members submit the form to the Division Dean for approval.

(3) The Business Office will inventory and arrange for delivery of the order when it arrives.


Emergency items costing less than $50.00 may be purchased locally after having obtained clearance described above, except for items on State Contract, which cannot be purchased locally.


Any employee of the College purchasing an item without the proper clearance may be held financially responsible for the purchase.

6.15 Safety


Faculty members shall instruct students in the proper and safe use of all equipment and chemicals.  During class and laboratory time, it is the responsibility of the instructor to supervise the use of all 
equipment and chemicals.  Instruction pertaining to the use of equipment should include safety precautions.


Supply rooms must be kept locked at all times when not under the direct supervision of the instructor.  Students are encouraged to practice and experiment when classes are not in session, but these activities shall not be permitted until there is an instructor or laboratory assistant to supervise.


Safety deficiencies that are noted on the College campus should be referred to the Division Dean, the Security Manager, or the Facilities Manager.


In an effort to encourage a safe environment at Germanna, fire drills or other safety drills will be conducted on an unannounced basis.  Everyone must evacuate the building when instructed to do so by personnel or fire alarms.



6.16    Smoking Policy

Since the Surgeon General has determined that cigarette smoking is the largest preventable cause of illness and premature death in the United States, and since research indicates that nonsmokers who are exposed to tobacco smoke are also at risk, a safe and healthful environment is one which is as smoke-free as possible. 

Germanna has a smoke-free environment in all interior areas of the College buildings. This policy is adopted in compliance with the Virginia Clean Air Act and in the interest of the College to maintain a safe and healthy environment. 

6.17    Travel


Travel is governed by regulations developed by the Department of Accounts and the Division of Fleet Management.  The College Business Office has oversight responsibility for college-related travel.  All employees are encouraged to become familiar with College policies 30800 and 30801 for specific rules, regulations, and forms.  Some general rules are as follows:

(1) Employees should schedule use of a state vehicle for travel.  Failure to attempt to request a state vehicle could result in loss of mileage reimbursement.

(2) Travel advances are discouraged by the State.  Employees traveling more than once per year are encouraged to obtain a travel charge card in the employees’ names via the Business Office.  Advances are strictly limited in amount by State policy and require immediate repayment following the travel.  

(3) Reimbursement for expenses is governed by State policy and must be requested via a Travel Reimbursement Voucher, which is available in the Business Office folder of the Shared (S) drive on the College’s computer network.  Please link to this site: http://www.germanna.edu/policies/Policies_Procedures/forms/travel_policy_30800.pdf
6.18    Children on Campus


The College does not provide childcare services.  Children on campus should always be under parental or other specifically designated adult supervision.  Unattended children are not allowed on campus.

6.19    Use of College Facilities

Use of College facilities is limited per College Policy 20010, which is available on the College web site for policies and procedures in the Facilities Management Section.

Please link to the college site:

http://www.germanna.edu/policies/Policies_Procedures/forms/facilities_usage_policy.pdf
6.20    Fund-Raising by Students

All funds raised in the name of Germanna Community College or an approved college student organization must be used to support and advance the mission of the College.  Fund-raising activities conducted by recognized college student clubs and organizations require the approval of the Dean of Student Services.  An individual student or a student group which is not affiliated with a formally recognized College club or organization must obtain approval from the Dean of Student Services for any fund-raising effort which uses the name of Germanna Community College in its promotion.  Approval may be requested by contacting the Office of Student Services at either campus to petition for approval.

The proceeds of all fund-raising activities must be deposited with the College Business Office within two business days of receipt.  All expenditures must be supported with original invoices or sales receipts.  Requests for payment and/or reimbursement of expenses will follow college procurement guidelines that are available in the Business Office.  Fund-raising activities, which support the Germanna Community College Educational Foundation, are governed by the bylaws of the Germanna Community College’s Local Board and the Educational Foundation Board.

Chapter Seven:  Student Services

7.1 Student Development

The Office of Student Services promotes student development and learning by providing a variety of support services to faculty, students and the general public.  The development of individuals, in addition to the acquisition of knowledge and skills, is viewed as an equally important aspect of the student’s educational experience at Germanna.  The overall goal of the office is to provide those services which promote optimum student achievement and the realization of student goals in an environment that is positive and respectful of the unique needs of each student.

Professional, classified and part-time employees comprise the staff.  Housed within Student Services are the following staff units:

· Admissions and Records

· Financial Aid

· Counseling, Recruiting, and Career Planning 

· Disability Services

· Middle College

· Veterans Affairs

· Student Activities

· Staff and Operations at the Stafford Center

The Office of Student Services develops and administers policies governing student conduct and non-academic grievances and oversees student activities, student government and student organizations.  The Student Handbook and the College Catalog outline the policies and procedures in detail, and further describe the services provided by the office.

7.2. Support Services 

While the primary focus of the services is the student, the services listed below directly and indirectly support instruction.

Admissions and Records provide the following:

· Curriculum Declaration and Changes

· Graduation Certification

· Registration for Classes

· Student Domicile Issues

· Student Records Maintenance

· Transcript Evaluation

· VA Certification of Veterans

· Withdrawals, Drop and Add Processing

The Counseling Staff provides the following:

· Academic Counseling

· Career Development and Placement Services

· Co-curricular Activities

· Disabled Student Services

· Early Alert Intervention Counseling and Follow-up

· Leadership Development Programs

· High School Recruitment Visits

· Personal Counseling and Referrals

· Student Assessment, Placement Testing and Score Interpretation

· Student Orientation – Group Registration Sessions and SDV (college success courses)

The Coordinator and staff are available to assist faculty with any concerns which may not be specifically listed above.

7.3 Student Rights and Responsibilities

See:  http://www.germanna.edu/publications/documents/2011-12catalogHandbook/Student_Handbook.pdf
The Germanna Community College Board approved the following Statement of Student Rights and Responsibilities on May 12, 1978, revised December 2008. Representatives of the students and faculty prior to College Board approval reviewed these policy statements.

Questions or recommendations regarding the policy contained herein should be addressed to the Dean of Student Services.

Nursing students must also adhere to standards of conduct outlined in the Nursing Program Student Handbook.

Introduction: This statement is designed to clarify the rights that the student may expect to enjoy as a member of the Germanna student body. In addition, those responsibilities which admission to the College places upon the student must be understood. Awareness of and adherence to this statement should create a safe and comfortable environment that fosters learning.

Students are guaranteed the privilege of exercising certain rights without fear of prejudice to include:

The pursuit of educational goals and learning opportunities within the curricula of the College and within the resources of the College;

· Disciplinary sanctions only with due process as provided herein;

· Free inquiry, expression, and assembly provided such actions do not interfere with the rights of others or the

· Effective operation of the institution;

· Fair and justifiable academic evaluation of student performance.

Administration of College Policy: Responsible for the administration of the College is the President who is subject to the Chancellor of the Virginia Community College System and the State Board of Community Colleges.

It is the President’s duty to administer the laws of the Commonwealth of Virginia as they are applicable to the College and to fairly implement the policies, rules, and regulations of the State Board for Community Colleges, the Chancellor of the Virginia Community College System, and the Germanna College Board.

Any authority or responsibility or duty granted to or imposed upon the College President may be delegated to another person or persons on the faculty or staff of the College. The President or an appropriate delegate may take whatever legal or institutional action is necessary to activate this authority.

Standards of Conduct: Students who associate themselves with Germanna Community College are expected to act as responsible adults and maintain standards appropriate to membership in the College community. It is the students’ responsibility to attend class and participate in class activities. The following misconduct is subject to disciplinary action:

• All forms of dishonesty including cheating, plagiarism, knowingly furnishing false information to the College, and the forgery, alteration, or use of College documents or instruments of identification with the intent to defraud. (The college’s Academic Honesty Policy also applies in cases of cheating and plagiarism.)

• Disruption or obstruction of teaching, research, administration, disciplinary proceedings, or other College activities. (Including, but not limited to disruptions caused by cell phones, pagers, and other electronic devices.)

• Physical and/or psychological abuse or the threat of such abuse of any person on College premises or at College activities. This includes hazing of any sort. Hazing is defined as initiating or disciplining someone by means of horseplay, practical jokes, or tricks, often in the nature of humiliating or painful ordeals.

• Discriminatory harassment (oral, written, graphic, or physical) directed against any person or group of persons because of their race, color, national origin, religion, gender, sexual orientation, age, disability, or veteran status and that has the purpose or reasonably foreseeable effect of creating an offensive, demeaning, intimidating, or hostile environment for that person or group of persons. Such conduct includes, but is not limited to, objectionable epithets, demeaning depictions or treatment, and threatened or actual abuse or harm.

• Participating in or inciting a riot or an unauthorized or disorderly assembly.

• Seizing, holding, commandeering, or damaging any property or facilities of the College, or threatening to do so, or refusing to depart from any property or facilities of the College upon direction by College officials or other persons authorized by the College.

• Violation of College Computer Ethics standards.

• Use of alcoholic beverages including the purchase, consumption, possession, or sale of such items on College property or at College functions except where specifically authorized by the College.

• Gambling or holding an unauthorized raffle or lottery on the campus or at any College function.

• Smoking in areas not designated by the College as a smoking area.

• Possessing, using, manufacturing, or distributing any controlled substances or any type of drugs for illegal purposes.

• Possessing on College property or at any College activity any dangerous chemical or explosive elements or component parts thereof, to include a rifle, shotgun, pistol, revolver, or other firearm or weapon not used for lawful College studies without written authorization of the President of the College.

• Physically detaining or restraining any other persons or removing such persons from any place where he/she is authorized to remain, or in any way obstructing the free movement of persons or vehicles on College premises or at College activities.

• Littering, defacing, destroying, or damaging property of the College or property in its control or possessing, removing, or using such property without proper authorization.

• Willfully encouraging others to commit any of the acts which have been herein prohibited.

• Violation of any local, state, or federal laws.

• Violation of campus or College parking regulations.

• Violation of campus and College fire regulations (for example, failure to comply with emergency evacuation procedures, tampering with fire safety apparatus, etc.).

• Theft or attempted theft of College or personal property on College premises.

• Vulgar or obscene language or an angrily raised voice which is perceived to have an intimidating effect.

• Unauthorized entry into or presence in any College building or facility.

• Violation of College policy and procedure on demonstrations. This policy and procedure is in Section 6.5.1 in the VCCS Policy Manual. A copy of the policy may be obtained from the Dean of Student Services.

• Solicitation and sales without prior approval of the Dean of Student Services.

• Violation of any rule or regulation contained within the official publications of the College or announced as administrative edict by a College official or other person authorized by the President.

Sanctions: Violation of one of the standards of conduct stated above may result in one or more of the following actions. (The listing of the sanctions is not intended to imply a sequential order in which they may be applied. The severity of the alleged offense will determine which of the sanctions may be applied).

Informal Resolution: An oral request to a student from an instructor or an administrator to refrain from the perceived violation of the standard of conduct. Should the perceived violation occur in a classroom or laboratory setting and should the student refuse to refrain from the conduct, the instructor may require the student to leave the classroom or laboratory and may also issue an admonition as defined below.

Admonition: A written statement to a student that he/she has been perceived as having violated a standard of conduct and may be subject to more severe disciplinary action. Instructors or administrators may issue admonitions. A copy of the admonition must immediately be provided to the Dean of Student Services.  Should the instructor or administrator be unable because of the circumstances of the alleged violation to present the written statement to the student directly in person, it should be delivered to the student by certified mail. The Dean will retain the admonition in the student’s disciplinary file.

Disciplinary Probation: Prohibition of the student from participating in the extracurricular activities of the College, including the holding of any student office for a specified period of time, not to exceed one academic year.  Disciplinary probation may be imposed by the Dean of Student Services, who will document the probation in the student’s disciplinary file and present a statement of the probation to the student, either directly in person or by certified mail. The student may respond to the disciplinary probation, and this response must be documented and placed in the student’s disciplinary file.

Restitution: Required reimbursement for damage to or misappropriation of property. Restitution may be imposed by the Dean of Student Services, and may take the form of appropriate services or other compensation.  The Dean will document the violation of the standard of conduct and the nature of the restitution and will include this documentation in the student’s disciplinary file. The Dean will inform the student of this action either directly in person or through certified mail. The student may respond to the ordered restitution, and this response must be documented and placed in the student’s disciplinary file.

Temporary Suspension: Prohibition of a student from attending class as a result of a perceived violation of a standard of conduct. Temporary suspension is to be for no longer than one-fifteenth of the scheduled class time for the semester.

Temporary suspension may be imposed by instructors or administrators, who should immediately provide written notice of the suspension to the student, either directly in person or by certified mail, with a copy to the Dean of Student Services. The Dean will retain the written notice in the student’s disciplinary file. A student who wishes to appeal the temporary suspension must meet with the Dean of Student Services within twenty-four hours of receiving notice of the suspension. The decision of the Dean will be final.

Interim Suspension: Immediate suspension of a student pending a hearing or further appeals.

Interim suspension may be imposed by the President, the Vice President for Academic Affairs and Student Services or the Dean of Student Services, if that authority judges that the presence of the student may substantially interfere with the educational process, or may interfere with the rights of others on campus, or may pose a threat of harassment or danger to the Germanna faculty, staff, administrators, the student accused of violating a standard of conduct, or others on campus.

The issuing authority must inform the student in writing of the justification of the interim suspension. This written justification shall be delivered to the student directly in person or by certified mail. The issuing authority must also provide a copy of the notice to the Dean of Student Services for inclusion in the student’s disciplinary file.  The issuing authority must provide the student with an opportunity to respond to the justification of the interim suspension. This response and the issuing authority’s decision must be provided to the Dean of Student Services in a document, whose content both parties agree represents a fair summary of the case to that point. The interim suspension will remain in effect pending the results of a hearing by a Review Committee.

Suspension: Prohibition of a student from attending the College as a student for a definite period of time, not to exceed one calendar year. The President, the Vice President for Academic Affairs and Student Services, or the Dean of Student Services may impose suspension.  The imposing authority will document the justification and conditions of the suspension and will provide a written copy of the documentation to the student either directly in person or by certified mail. The imposing authority will

also provide this documentation to the Dean of Student Services, who will retain it in the student’s disciplinary file. If the student appeals the suspension, a Review Committee must review the case before the suspension will take effect.

Dismissal: Prohibition of a student from attending the College as a student for an indefinite period of time.  Conditions under which the student may be readmitted to the College will be stated in the order of dismissal.  The President, the Vice President for Academic Affairs and Student Services, or the Dean of Student Services may impose dismissal. The imposing authority will document the justification and conditions of the dismissal and will provide a written copy of the documentation to the student, either directly in person or by certified mail. The imposing authority will also provide this documentation to the Dean of Student Services, who will retain the document in the student’s disciplinary file. If the student appeals the dismissal, a Review Committee must review the case before the dismissal will take effect.

Make-up Work: Instructors are not required to provide make-up work for students who cannot attend class due to temporary suspension, interim suspension, suspension, or dismissal. However, if a student successfully appeals one of these sanctions, instructors must provide make-up options that do not penalize the student for missed work.

Review Committee and Hearing: The student has the right of appeal to a Review Committee in cases where the sanction of interim suspension, suspension, or dismissal has been applied. If the student waives his or her right of an appeal and a hearing, the Dean of Student Services will impose the sanction. The Dean will document the waiver of appeal and hearing and retain the document in the student’s disciplinary file.

Review Committee Selection: If the student exercises the right of appeal, as provided above, the President shall appoint an impartial Review Committee.

The Committee shall include: one College administrator, two college faculty members, two students selected by the Dean of Student Services. (Neither the College administrator nor either College faculty member may be the person having brought the charge of the violation of the standard of conduct).

Review Committee Procedure: To provide an orderly procedure for handling of disciplinary cases with due process, the following steps will be used in cases referred to the Review Committee.

The President or designee shall immediately notify the student of the composition of the Committee after its formation. This notification shall be either directly in person or by certified mail. The student may object to the inclusion of any member of the Committee for cause within twenty-four hours of having received notice of its composition. The President shall consider the merits of any objection and shall change the Committee if the President judges the objections to be valid.  The President shall appoint a chairperson for the Review Committee.  Within five college business days of the final establishment of the Review Committee, the Dean of Student Services will provide to the student and to the Review Committee a written statement outlining the alleged violation of the standard of conduct with which the student is charged. The Dean will provide this statement to the student either

directly in person or by certified mail.  Within ten college business days following its receipt of the written statement from the Dean, the Review Committee shall conduct a hearing to determine what sanction, if any, should be imposed on the student.  The student has the right to consult any attorney at his or her own expense. An attorney may be present during the Review Committee hearing, but may not interrogate or address the committee or witnesses.  The student and his or her attorney may consult during the hearing, but any consultations must take place outside the hearing room and should be kept within reasonable limits, as determined by the Committee, with regard to their frequency and duration.  Witnesses may be called by either the Review Committee Chair or the student to testify, and the Committee and the student may cross-examine witnesses. The Review Committee Chair may exclude witnesses from the hearing unless those witnesses are to provide testimony or undergo cross-examination.  All parties at the hearing may examine documentary evidence. Evidence that is relevant, and not unduly repetitive, shall be admissible. Hearsay evidence that is relevant is admissible, but the Committee shall not base its decision exclusively on hearsay evidence.  An audio record of the hearing will be maintained and will be made available to the student. The Dean of Student Services will retain a copy of this record in the student’s disciplinary file.  Within five business days following the conclusion of the hearing, the Review Committee shall communicate its decision in writing to the student and to the Dean of Student Services. The Review Committee Chair will communicate the decision to the student either in person or by certified mail.

Appeal of the Review Committee’s Decision: The Review Committee’s decision may be appealed to the President in writing by the Dean of Student Services or by the student within ten business days after receipt of the written decision.  The President will review the appeal based on the Review Committee’s record and on any additional relevant and valid information that has been provided but which was not available at the time of the Review Committee’s hearing. The President will render a final decision within ten business days of receipt of the appeal. There is no further appeal beyond the President.
7.4 Student Grievance Policy

A student grievance is a formal, written complaint of unlawful or unfair treatment charged by a student against the College with respect to the application of the law, rules, policies, procedures and regulations under which the College operates.  A complaint may exist and be resolved without initiating the formal grievance policy.

If a complaint is directed toward a faculty member, it is the desire of the College to resolve any complaint on an informal basis where consensus is reached.  If a complaint gives rise to a grievance, then the formal Student Grievance Policy will be followed.  A copy of the Students Rights and Responsibilities – Student Grievance Policy may be found in the Student Handbook.  The Nursing Student Handbook provides procedures related to the Nursing Program.

7.5 Student Role in College Governance
The student plays an advisory role in the governance of the College.  Student concerns are forwarded to the administration through the mechanisms of the Student Government Association and College committees.  Where it is appropriate, students serve on College committees.  For example, there are two student positions on College Council.
7.6 Policy Regarding Evaluation of Transfer Credit

Evaluation of transfer credit is handled by the College Coordinator of Admissions and Records and in consultation with faculty.

The Admissions and Records office enters the approved transfer credit and notifies the student by letter of credit award.  The approved documents are filed in the student’s academic folder.

Chapter Eight:  External Relations Policies

8.1 Center for Workforce and Community Education

The Center for Workforce and Community Education serves as the community’s resource for professional development training, personal development, and community enrichment activities.

The Center promotes workforce development and serves as an economic development resource by providing seminars and courses that meet the training and development needs of business, industry, and government.  Courses can be tailored to meet the individual needs of the agency and include both credit and non-credit courses.  A close relationship exists between Instruction and Workforce and Community Education to ensure the delivery of exemplary educational programs.

Academic standards required of students enrolled in off-site credit courses shall be the same as required of the traditional on-campus classes.  The admission procedures, attendance standards, length of class, and exam requirements shall conform in all academic offerings.  Faculty credential requirements for Workforce extension courses follow the same standards for instructors in the Instructional Division.

Continuing Education Units (C.E.U.s) are awarded for full attendance and successful completion of professional course requirements.  The C.E.U. is a nationally recognized standard for recording participants in noncredit continuing education.  The C.E.U. is defined as ten contact hours of participation in an organized continuing experience under responsible sponsorship, capable direction, and qualified instruction.

8.2 Workforce and Community Education Goals

The major goal is to provide the citizens of the Germanna service region with opportunities for lifelong learning, both professionally and personally.

Objectives:

(1) Work with business, industry, government, and educational institutions to provide educational training opportunities to meet their workforce needs.

(2) Develop a variety of open enrollment courses.

(3) Promote the College throughout the community.

(4) Develop and work with regional workforce advisory boards.

(5) Implement VCCS initiatives.

(6) Work with area economic development and Chamber of Commerce leaders throughout the region.

(7) Participate in the Workforce Investment Boards for Planning Districts 9 and 16.

8.3 Grants and Contracts

Germanna Community College pursues external funding sources.  The primary purposes of Germanna Community College are teaching and service.  Grants and contracts are accepted only if they complement or augment the provision of exemplary teaching, service or planning.  Grants and contracts are not accepted if Germanna Community College cannot maintain control.

Initiation of a proposal for a grant or contract comes from the area that will be strengthened or enhanced.  Either an administrative officer, a faculty member, or a student services personnel member initiates the discussion of a proposal.  Grant proposals should be sent to one’s immediate supervisor for review and assistance at the department level and to the Vice President for Academic Affairs and Student Services.  
Grant proposals submitted by Germanna Community College members for a major federal, state, or private foundation funding will contain methodologically sound evaluation components.

The term “major funding” or “source” is defined as:

(1) Grants requesting amounts above $5,000.

(2) Grants with outcomes to be linked to student assessment.

(3) Grants with outcomes to be linked to either program review or planning.

The term methodologically sound evaluation is defined as an evaluation having clearly stated and measurable objectives, defined variables and elements to be analyzed, and a clear analysis plan.

All grant proposals require a Vice President’s signature.  Major grant proposals will require the President’s signature.

A faculty member’s role is to be clearly identified.  If release time is allowed, it is entered on the faculty load that is submitted to the Virginia Community College System (Printout PAS 54).  The Vice 
President of Administrative Services must approve a written description of the terms of the agreement.

The grant recipient shall assume the following responsibilities:

(1) Monitor grant expenditures to ensure that the grant award is fully expended in accordance with the approved budget.

(2) Request approval for any necessary budget revisions from grantor.

(3) Ensure that any reports of grant activities, either interim or final, are completed by required due dates.

(4) Maintain close communication with the College’s Business Manager to ensure that all expenditure reimbursements and fiscal reports are filed by required due dates.

When the grant award contains stipend or salary provisions, the grant recipient should request funds to cover any fringe benefits.  At a minimum, the College’s portion of the FICA expense should be requested from the grantor.  If the grant does not provide for this expense, then the grant recipient must authorize charging the expenditure against an appropriate departmental budget.

Faculty members are eligible for salary supplements or summer employment if the grant or contract requires it.  The Vice President for Academic Affairs and Student Services must approve any alteration.  (For further reference, VCCS Policy Manual, Section 11.)

8.4 Political Activities

The Virginia Community College System recognizes and encourages the exercise of the rights of VCCS employees, as citizens, to engage in political activities on their own time.  Should a faculty member or staff member campaign for or be elected to local, state, or federal office, it is necessary that the individual give assurances to the President, and he or she in turn will give assurances to the Chancellor and the State Board for Community Colleges that the individual’s duties in the System are being carried out fully and with no diminution of effectiveness caused by absences that might be required as a public official.

8.5 Public Information

Publicity is an important aspect of good public relations that is essential to the success of the College.  The community should be kept informed of promotions, student and faculty achievements, important visitors, and recent developments involving curricula and campus facilities.  Faculty members should report achievements or news to the Division Dean so that a news release may be prepared through the Marketing and Public Information Office.  It is ideal that material intended for release to the press should be forwarded to the Department of Marketing and Public Information at least two weeks before requested release date (for publicizing upcoming events release date should be three or more weeks before event).  The procedure for handling media requests is that the Department of Marketing and Public Information must coordinate all public statements to the news media regarding College issues or activities.  Any marketing materials promoting the image of the College, such as advertising or special brochures, need approval of the Department of Marketing and Public Information before placement or publication.  (Policy 10180: Public Information)  
Please link to this site:

http://www.germanna.edu/policies/policies_procedures/forms/public_information_policy.pdf

Request for Addition or Deletion of Courses

To the Transfer List

Please check one:

____________
Add Course

____________
Delete Course Currently on List

Course Identification:


Name:  






Prefix:


Course Number: 

Rationale for Change:  (A brief statement outlining the reasons for the change)

If adding a course:  An internet search must be completed to find three of the following seven institutions that will accept this course of transfer:  GMU, JMU, UMW, ODU, Longwood, VCU, VPI.  College transfer guides can be accessed at:  http://www.so.cc.va.us/transfer.htm.

Please list at least three institutions to which this course will transfer:

___________________________________

___________________________

Faculty Signature




Date

___________________________________

___________________________

Division Dean Signature



Date

CURRICULUM CHANGE AGENDA ITEM

FOR CURRICULUM COMMITTEE

PROPOSED BY:

DATE:  

NOTES:

A. Faculty members via department heads or Campus Deans may submit curriculum changes.

B. The deadline for submission of completed proposal to the Vice President for Academic Affairs and Student Services is ten working days prior to the Curriculum Committee meeting.

C. Attached to the agenda will be copies of the proposals as submitted.
                                                                                                                                                                             

D. All proposals presented in accord with Note B and with the required documentation will be placed on the agenda. The faculty member and/or the department head proposing the change must attend the Curriculum Committee meeting.     

E. The Curriculum Committee will schedule monthly meetings during the academic year.

1.
PROPOSED CHANGE   (use additional sheets if necessary):  See attachments.  

2. RATIONALE (use additional sheets if necessary):

3. IMPACT of PROPOSED CHANGE ON (use additional sheets if necessary):

A. CURRICULUM

B. INSTRUCTIONAL LOAD:

C. SCHEDULING:

D. TRANSFERABILITY:

4.
COMMENTS BY FACULTY OR THE DEPARTMENT DIRECTLY AFFECTED BY PROPOSED CHANGE: 

____________________________________________________


SIGNATURE OF FACULTY MEMBER                       DATE


____________________________________________________


SIGNATURE OF FACULTY MEMBER                      DATE




____________________________________________________


SIGNATURE OF FACULTY MEMBER                      DATE



____________________________________________________


SIGNATURE OF DEPARTMENT HEAD                      DATE


5.  ADDITIONAL SUPPORT FOR PROPOSAL (if any)

6. COMMENTS BY CAMPUS DEANS 
______________________________________________________

SIGNATURE OF DIVISION DEAN                                 DATE

 ______________________________________________________

SIGNATURE OF DIVISION DEAN                               DATE
7. COMMITTEE ACTION:

________________________________________________

SIGNATURE OF COMMITTEE CHAIR
       DATE

8. FINAL ACTION BY VICE PRESIDENT FOR ACADEMIC AFFAIRS & STUDENT SERVICES:

APPROVED.          _______      

DISAPPROVED.   _______
 

 ________________________________________________________________________

 SIGNATURE OF VP FOR ACADEMIC AFFAIRS  & STUDENT SVCS 
 DATE      

Required Elements for a GCC Course Outline

The development of your course outline is a serious responsibility as the course outline is the contract between you and your students.  Specific policies and procedures should be clearly stated in the course outline.  Students must be provided with a copy of the course outline at the first class meeting.  At the first class meeting, you should read through your course outline with your students to ensure that they understand course requirements and their responsibilities.

Course outlines MUST include all required elements noted below and the appropriate discipline requirements.  Outlines that fail to meet this standard must be revised and resubmitted for additional review.  Any specific requirements for your discipline may be obtained from the department head.  If you are using Blackboard as your course management system, your course outline should include the information included in Blackboard.  Course outlines posted in BlackBoard are not available to Instruction and must be sent electronically by the deadline.  Microsoft Word is the preferred format.

Statements in italics come directly from the Catalog and should be included verbatim.  If you cut and paste from this template or a course outline from a previous semester, be sure to check the final copy for accuracy and grammar.  Please also check to ensure that you have included all of the required elements.  Typographical and grammatical mistakes are the most common error in course outlines.  

The following elements are required in your course outline, and this is the checklist Germanna uses to verify that all required elements are included.  The suggested order for the required elements is below.


_____College Name (Germanna Community College)

_____Course Number, Title, and Section Number (e.g., SPD 100-21: Fundamentals 



    of Public Speaking)

_____Semester
_____Instructor Information (name, contact information including GCC e-mail account)  

FAC Part-Time Faculty Office Room 320 -- Phone number 540-891-3058  

FAC 2 Part-Time Faculty Office Room 214 -- Phone number 540-834-1030

Locust Grove Part-Time Faculty Office 407H -- Phone number 540-423-9852  

_____Office Hours (State specific time and day(s): e.g., MW, 10:00-11:30 AM).  If you teach at 

more than one campus, include the location for your office hours.
_____Email Policy:  Students, faculty, and staff of Germanna Community College must use GCC 

email for all official college communication.  This includes course-related communications between students and faculty.   If you need help accessing your student email account please 
visit the Academic Computing Center (ACC) on either campus.  

_____Required Texts:  See department chair or appropriate Instructional staff 




member.   
_____VCCS Course Description:  Enter this URL for easier relocation to the course descriptions: 

http://courses.vccs.edu/courses).    Click on the first letter of your discipline (e.g., E for ENG), and then on the course title.  Course descriptions must be included verbatim from this site.   

_____Learning Outcomes.  Specific learning outcomes are available from the



    Department Chair.  All sections of each course must include the same 



    outcomes and must be taught so that students achieve these outcomes.  

_____Important Dates: Listed below are the dates for full semester and short session courses.  

Example:

	Fall 2011


	15 week term 
	1st 8 week term 
	2nd 8 week term 
	6 week term 

	Classes Begin


	August 22
	August 22
	October 19
	August 22

	Last day to add a class

	August 27
	August 26
	October 21
	August 23

	Last day to drop with a refund


	September 8
	August 30
	October 27
	August 29

	Last day to withdraw without academic penalty or change to audit
	October 31
	September 26
	November 28
	September 16

	Labor Day Holiday 

(College Closed)
	September 5
	September 5
	September 5
	September 5

	Thanksgiving Holiday 

(College Closed)
	November 23-26
	November 23-26
	November 23-26
	November 23-26

	Classes End
	December 10
	October 18
	December 17
	October 4

	Final Examinations
	December 12-17
	Last day of class
	Last day of class
	Last day of class

	Grades Due at Noon
	December 20
	October 20
	December 20
	October 6


Important Dates for Short Session Courses:  To access a page with a link to this information, go to www.germanna.edu and click on “Popular GCC Links” at the top of the page.  Choose “Academic Calendar.”  At the bottom of that page is the link to Important Dates for Short Session Courses.   

Final Examination Schedule:  To access a page with a link to the final exam schedule, click on http://www.germanna.edu/admissions/academic_calendar_new.asp; the link is at the bottom of the page.     

_____ Withdrawal Policy: Withdrawal from a course without academic penalty may be made 

within the first 60% of the course.  The student will receive a grade of “W” for withdrawal.  After that time, the student will receive a grade of “F”.  Exceptions to this policy may be considered under mitigating circumstances which must be documented and submitted to the appropriate Division Dean for review and consideration.   The last day to withdraw from full semester courses without academic penalty is March 23, 2011 for 15 week courses.  Please check the class schedule for other standard course schedule deadlines.   
_____Attendance Standard–Class attendance is an integral part of a sound academic program for 

most classes at Germanna.  However, alternate teaching techniques, which may not require class attendance, may also be a part of a sound academic program.   Germanna students are expected to be present and on time at all regularly scheduled classes and laboratory meetings.  When a faculty member determines that a student has not met the class attendance requirements in the course outline, which will usually conform to the statement at the end of this Standard, the faculty member may submit a Drop/Add Form, showing the last date of attendance by the student, to the Admissions and Records Office.  A grade of “W” will be recorded for all withdrawals, whether initiated by the student or by the faculty member through the published “Last Day to Withdraw Without Academic Penalty.”  Students withdrawn after the withdrawal deadline will receive a grade of “F” except under mitigating circumstances, which must be documented by the student and approved by the Division Dean.  

	If class meeting times during the week are:
	Absences

permitted are:

	1
	2

	2
	4

	3
	6

	4
	8


_____Grading Policy –The quality of performance in any academic course is reported by a letter 

grade, the assignment of which is the responsibility of the instructor.  GCC allows grades of A, B, C, D, and F for courses numbered 100-200.  GCC does not give plus and minus grades.  For developmental courses (0-99) the appropriate grades are R, U, and S.  For an explanation of those grades please see page 35 in the current Catalog.  

The grading policy should include information about the way in which the final grade is assigned.  For example, the percentage allotted or the number of points assigned to individual assignments as well as the range of points (if applicable) that will result in a particular course grade.  Calculating some grades prior to including the scale in the course outline can help the instructor to avoid unforeseen problems with the grading scale.  

_____Academic Honesty – The faculty of Germanna Community College recognizes that 

academic honesty is an integral factor in developing and sharing knowledge.  We support the concept of academic honesty, practice academic honesty in our classes, and require academic honesty from our students.  GCC students are expected to maintain complete honesty and integrity in the completion and presentation of all academic assignments and examinations.  Any student found guilty of cheating, plagiarism, or other dishonorable acts in academic work is subject to disciplinary action.

Academic dishonesty is cheating and stealing.  Academic dishonesty includes, but is not limited to:

· Intentionally using material verbatim from a source without giving credit.

· Rewriting material from a source without giving credit.

· Using information from an Internet source without giving credit.

· Submitting the work of another person as your own work.

· Using/copying another student’s computer disk.

· Copying from another person’s paper/test/homework.

· Allowing someone else to copy/use your work (paper, homework, quiz, test).

· Violating VCCS Computer Ethics Guidelines in the pursuit of academic studies.

When a student has been found to have been academically dishonest, penalties are outlined on page 139-140 in the 2009--2011 Catalog and Student Handbook ; the Catalog and Student Handbook are available at www.germanna.edu as well.
_____Access Policy for Students with Disabilities: If you are a student with a disability and will

need accommodations while enrolled in this course, please contact the Coordinator of Disability Services in the Counseling Center, (FAC, Room 201 or 540-891-3021; LGC- room 205 or 540-423-9123).

____Assumption of Risk form (included at instructor’s discretion; REQUIRED in

PED courses)

_____TENTATIVE Course Schedule:  The tentative course schedule is required.  It is 

not an optional element of the course outline.  


Dates when topics/chapters will be covered


Test/Quiz Dates


Due Dates for Projects/Papers


Date and Time of Final Exam ( Final Exam Schedule follows)
NOTE:  IT IS ANTICIPATED THAT SYLLABUS CREATOR WILL BE REQUIRED FOR ALL SPRING 2012 COURSE OUTLINES.  ADDITIONAL INFORMATION CAN BE FOUND AT:  http://www.germanna.edu/faculty/syllabus_login.asp?menuchoice=Syllabus%20Creator
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Faculty Release Time and Overload Request
Faculty Member's Name:  

Semester/Year:  

	Hrs Teaching
	Hrs Release Time
	Total
	Hrs Beyond Normal Load

	
	
	
	


Justification

_________________________________     
_________________


Faculty Member

                                  Date

   

__________________________________
_____
____________

Division Dean, FAC
 Date      

___________________________​​_______
_________________

Vice President for Academic Affairs & 

                Date
Student Services
         

Germanna Community College

Domestic and Foreign Travel Program

Name
________________________________________________________________________

Title
______________________________________Type of Program Requested:
          






    Credit ​​​________  Non-Credit ​​_________

Destination
__________________________________________________________________

Sponsoring Travel Organization ____________________________________________________

Length of Trip/Program __________________________________________________________

Purpose of Trip/Program _________________________________________________________

Dates of Trip/Program ___________________________________________________________


Group Leaders _________________________________________________________________

Describe how this trip will benefit you, the College and/or the community:

Describe the educational objectives related to the College Mission:

Describe your intended outcomes and plan for assessment:

Date Submitted _____________

Requestor Signature _________________________

Date Reviewed ______________

Supervisor Signature _________________________

Approved _____
Denied _____

Date __________

If denied, reason ___________________________________________________________________

__________________________________________________________________________________

If approved, Vice President for Academic Affairs and Student Services Signature 

________________________________________________________________________

V.P. for Academic Affairs and Student Services
         



 Date

Please file this form with the Vice President for Academic Affairs & Student Services and the International Education chair person upon completion.

Educational Technology
The Appendix contains information about Educational Technology available through Distance Learning and Technical Services.  Germanna has a wide variety of technological tools to assist instructors in preparation for instruction.  Distance Learning personnel provide information, training, and assistance in using these resources.  Part-time instructors are encouraged to utilize these resources, and to contact Juliette Mersiowsky (jmersiowsky@germanna.edu) for assistance.

Educational Technology Support (Distance Learning)


Germanna Community College has a wide variety of technological tools to assist instructors in preparation for instruction.  We are committed to providing faculty with the latest in educational technology to assist you in enhancing student learning.  While these tools do assist the online instructor, faculty members may find a number of areas where technology can assist with their traditional classroom goals as well.

Blackboard 

Blackboard is a course management system that is used for the delivery of online instruction and to present materials for students to access asynchronously.  Using Blackboard, the instructor has the means to post course outlines, materials and assignments.  Blackboard also has integrated communication tools that allow instructors to conduct online discussions, live chats and to send email announcements to students using the incorporated address book.  It is also a way for students to view their grades securely.  

1. All Germanna credit courses are automatically given a Blackboard course site even if it is a traditional course and is not conducted online.  This practice serves two purposes:  

· To serve as a means of communication between instructors and students 

· To meet emergency preparedness requirements 

All faculty are strongly encouraged to use their Blackboard course sites at a minimum to post course outlines, provide contact information, and send email announcements to their students.  

2. After all hiring paperwork is processed, new faculty members are registered in PeopleSoft and each is given a username for access to myGCC and Blackboard.  After overnight system processing, the new faculty member is able to set up and access the instructor’s accounts in myGCC, PeopleSoft (SIS) and Blackboard.  To establish a password for myGCC, Blackboard and SIS, new instructors should go to the myGCC portal page at https://gcc.my.vccs.edu/jsp/login.jsp.  Click the New to your college?  Lookup your username and set your password link and follow the directions provided by the Password Wizard to establish login information.  Accessing Blackboard and SIS through myGCC is encouraged as it provides a single sign-on for both systems.

3. Upon registering for a course, students are entered into the Blackboard course site by Distance Learning.  For late additions, please allow 24-48 hours for students to be enrolled in the Blackboard course site.  However, when a student withdraws from a class, she/he will be automatically withdrawn from Blackboard for that course during the next overnight update.
Training

1. Formal training sessions that assist with the use of Blackboard and other educational technologies are regularly scheduled throughout the school year.  The dates and times offered differ from semester to semester and the schedule is posted on www.germanna.edu/dl/faculty.

2. One-on-one sessions are scheduled on an as-needed basis.  It is understood that faculty have busy schedules and may not be able to make a formal training session but need a little assistance to incorporate technology into their courses.  

Support

1. More information about Distance Learning can be found on the Distance Learning Faculty web pages at www.germanna.edu/dl/faculty.  

2. Blackboard tutorials for faculty: https://sites.google.com/a/email.vccs.edu/gccbbresources/home.

3. Blackboard tutorials for students: http://www.germanna.edu/dl/blackboard/index.asp.  There is an online orientation for students available at http://www.germanna.edu/dl/orientation/?menuchoice=DL%20Orientation.

4. Students can also receive assistance at any of the Academic Computing Centers.

Safe Assign

Distance Learning administers Safe Assign, a resource used to identify instances of plagiarism. Instructions and additional information for Safe Assign are included in the Appendix.  Please contact Juliette Mersiowsky (jmersiowsky@germanna.edu) with any questions you might have about this resource.  
VCCS Licensed Software
The Virginia Community College System has assisted in providing these quality programs for all VCCS faculty whether they teach online or in the traditional classroom.  They are available to all full-time and part-time instructors for use in creating course content.  These programs can be downloaded in Blackboard.  Once logged into Blackboard, click the “Teach” tab.  The links to download each are on the right under “VCCS Faculty/Staff Instructional Software”.  

1. Respondus – A test creator. See demo:  www.respondus.com
Respondus Lockdown Browser is a custom browser that locks down the testing environment within Blackboard.  When students use Respondus Lockdown Browser they are unable to print, copy, go to another URL, or access other applications.

Respondus assists you in creating tests and question pools for testing.

2. Impatica for PowerPoint – demo: www.impatica.com
Impatica translates a PowerPoint file into a small, web-ready file that can be accessed online even with a dial-up connection.

3. SafeAssign is used within Blackboard for checking for plagiarism in a student’s paper.

4. iTunes U for posting and accessing online educational video.

5. Anti-Virus Software to be installed on your home computer used for work on Germanna courses.

6. Requests for New Technologies – Contact your Department Chair or Division Dean.
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Adopted February 21, 2003

SUGGESTED ACTIVITIES FOR VERY GOOD OR EXCELLENT RATING

(Examples of activities over and above the minimum expectations for a rating of good.)

Criterion I:  Performance of tasks associated with teaching effectiveness as delineated in the position description of a full-time teaching faculty member.  (GCC Faculty Handbook 2.7.13)

Teach new courses if assigned or requested.

Take a significant role in program/discipline review.

Develop, propose, and/or implement significant course revisions.

Participate in significant curriculum development.

Conduct formal assessment activities that are shared with the Director of Institutional


Research, Planning and Assessment.

Work with part-time faculty/dual enrollment faculty.

Exceed minimum office hours.

Devote additional time to student needs beyond regular office hours and advising. 

Assist with lay advisory committees by recruiting new members, planning meetings,

 and/or taking minutes.

Criterion II:  Effectiveness in establishing and maintaining positive professional relationships with colleagues, supervisors, students, and the community.  (GCC Faculty Handbook 2.7.13)

Take an active role in academic discipline business.

Mentor new and part-time faculty, assisting in understanding policy and procedure.

Take a significant leadership role in college governance, development and


implementation of new project, activities, practices, etc.

Serve on additional committees (be able to describe your role and input into the work


of the committee).

Serve as recorder or chair of a standing or an ad hoc committee.

Make enhancement contributions to the College such as serving as a program director,

 sponsoring a student club, participating in student recruitment activities, etc.

Participate in community activities related to your discipline.

Be active in other community service activities/programs.

Criterion III:  Effectiveness in maintaining current competency in the particular discipline or field of specialization.  (GCC Faculty Handbook 2.7.13 and 4.6)

Complete graduate-level courses in discipline, in an additional


discipline or in education.

Complete non-credit courses in discipline, a related discipline, or in education.

Participate in professional conference/workshops/seminars (attendance vs. presentation).

Publish works in the discipline.

Travel to areas related to the academic field.

Maintain membership in appropriate professional organizations.

Participate in professional/statewide committees or task forces.

Work or volunteer in one’s academic field.

Present a community service program or activity in one’s discipline.

Teach graduate or undergraduate courses as lecturer at another college.

Develop skills in educational technology.

Serve in a professional consulting capacity.

Integrate current professional and workplace practices into teaching.

Use appropriate applications of new research findings.

Criterion IV:  Adherence to policies, procedures, and regulations of the Virginia Community College System and Germanna Community College.  (GCC Faculty Handbook 2.7.13)

Take active role in promoting and creating policy for GCC and VCCS.

Assist in drafting or revising policy statements.

Assist in conducting research to support policy development and implementation. 
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Goals and Objectives

Evaluation Period:  Summer ______ to Spring ______

Name:







Date:

Criteria I—70%.  Performance of the tasks associated with teaching effectiveness as delineated in the position description of a full-time teaching faculty.  (GCC Faculty Handbook, 2.7.13)

Objective(s):

These objectives will be used to support a rating of __________________________.

Criteria II—10%.  Effectiveness in establishing and maintaining positive professional relationships with colleagues, supervisors, students, and the community.  (GCC Faculty Handbook, 2.7.13)

Objective(s):

These objectives will be used to support a rating of _________________________.

1
Criteria III—10%.  Effectiveness in maintaining current competency in a discipline or field of specialization.  (GCC Faculty Handbook 2.7.13 and 4.6.  See also VCCS Guidelines 3.5.4 Professional Activities and Contributions.)

Objective(s):

These objectives will be used to support a rating of ____________________.

Criteria IV—10%.  Adherence to policies, procedures and regulations of the College and the VCCS.  (GCC Faculty Handbook 2.7.13)

Objective(s):

These objectives will be used to support a rating of _______________________.

Faculty Signature __________________________ 

Date __________________

Division Dean Signature ______________________
Date __________________

Reservations (if any) _____________________________________________________
______________________________________________________________________
______________________________________________________________________







________________________________









Signature





 GERMANNA COMMUNITY COLLEGE

Self-Evaluation Form
Name:                                        Date:         

I.  Performance of the tasks associated with teaching effectiveness as delineated in the position description of a full-time teaching faculty.  (GCC Faculty Handbook 2.7.13)

Percentage Weight --70%

II.  Effectiveness in establishing and maintaining positive professional relationships with colleagues, supervisors, students, and the community.  (GCC Faculty Handbook 2.7.13)

Percentage weight --10%

Objectives: 

Discussion of your progress in meeting objectives identified in Criterion II.    
After completing the above, assign yourself a rating for this criterion.

III.
Effectiveness in maintaining current competency in a discipline or field of specialization.  (GCC Faculty Handbook 2.7.13 and 4.6.  See also VCCS Guidelines 3.5.4)

Percentage weight--10 %

Objectives:

Discussion of your progress in meeting objectives identified in Criterion III.

After completing the above, assign yourself a rating for this criterion.

IV.
Adherence to policies, procedures and regulations of the College and the VCCS.  (GCC Faculty Handbook 2.7.13)

Percentage weight--10% O

Objectives:  

Discussion of your progress in meeting objectives identified in Criterion IV.

After completing the above, assign yourself a rating for this criterion.

Overall Rating: (For overall ratings of “Very Good” or “Excellent,” cite activities to support the rating.  See Appendix 4-B.)
(Listed in the various sections)








_______________________________








Faculty Signature

Adopted February 21, 200
 

Basic Data Form
Faculty Member’s Name:    



                                             

Evaluation Period: 

Courses Taught

	Summer
	Fall
	Spring

	
	
	

	Committee Assignments

	Summer
	Fall
	Spring

	
	
	

	Professional Development Activities

	Summer
	Fall
	Spring

	
	
	

	Other Service to the College related to Advising, Community Activities, etc.

	Summer
	Fall
	Spring

	
	
	


Adopted February 21, 2003 







 
EVALUATION BY DIVISION DEAN
Faculty Member: _______________________________________________________________




(Name)


(Rank/Discipline)

Evaluation Period: ______________________

Dean’s evaluation for each of the four criteria:  (Evaluation ratings:  Excellent—consistently delivers outstanding performance, substantially exceeding performance standards. Very Good—clearly exceeds performance standards. Good—performs satisfactorily, meeting performance standards. Fair—marginally meets performance standards; improvement required.  Unsatisfactory—fails to meet performance standards.) 

Criterion I
0.70 x
=   

Criterion II
0.10 x
=

Criterion III
0.10 x
= 

Criterion IV
0.10 x
=  _______

                Total Score
=


6 or 7 = excellent


4or 5  = very good


2 or 3 = good


       1 = fair


       0 = unsatisfactory

Minimum weighted average scores for overall performance rating score


5.9 = excellent


3.9 = very good


1.9 = good


0.9 = fair

          <0.9 = unsatisfactory

OVERALL SUMMARY EVALUATION 
________________________

Dean’s Written Summary of the Evaluation (If applicable, attach optional documents to support the ratings assigned above.):

1

Annual Evaluation Checklist


1.
The person evaluated received a copy of this evaluation.



Yes (  )  No (  )


2.
The person evaluated was offered the opportunity to submit a written



response to this evaluation.



Yes (  )  No (  )


3.
The person evaluated was provided criteria for promotion.



Yes (  )  No (  )

__________________________________________
Date__________________

Faculty Member

Signing this evaluation does not indicate agreement with the evaluation, only acknowledgment that the evaluation has been received and read.  Each faculty member has the opportunity to submit written rebuttal that shall become part of the record.  If the faculty member has any further questions or comments concerning the evaluation, he/she must advise the appropriate dean in writing within 10 working days.  

__________________________________________
Date__________________

Division Dean
__________________________________________
Date__________________

Vice President for Academic Affairs and

Student Services


Adopted February 21, 2003

GERMANNA COMMUNITY COLLEGE

STUDENT EVALUATION

Germanna Community College offers students an online opportunity to complete course evaluations for each course in which they are enrolled every semester.  Students receive reminders asking them to complete the evaluations, and instructors are asked to encourage students to complete the online course evaluation for each course.  The online evaluation follows.
Rating Scale:

A=Most of the time

B=Sometimes

C=Seldom

D=Never

E=No basis for judgment


1.
The course outline was well organized with a clear statement of



expectations and assignments.


2.
The instructor was well prepared.


3.
Course presentations were clear and organized.


4.
The instructor’s teaching skills were effective in meeting course



objectives.


5.
Graded assignments were representative of assigned material and course



presentations.


6.
The instructor treated students fairly and without favoritism.


7.
The instructor was available to work with students during office hours.


Lab questions for all Clinical/Lab faculty:  (as applicable)


8.
The laboratory or clinical experience helped me understand the course



content.


9.
The laboratory or clinical experience was well organized and well



presented.


For questions 10-11, use the following grading scale:

A=Excellent

B=Good

C=Average

D=Needs improvement

E=Poor

10. Overall, I would rate this course as ____________.

11. Overall, I would rate this instructor as __________. 

2

12.  What were the most effective aspects of this course?

       
13.  What suggestions do you have for improving this course?

        
14.  What are the strengths of this instructor?

        
15.  What might the instructor do to improve?     

Optional, Additional Questions (if any)
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Educational Aid and Continuous Learning Request Form –FY _____________

 FORMCHECKBOX 

Fall


 FORMCHECKBOX 
Spring


 FORMCHECKBOX 
Summer

Name:     







EmpID:     

Position:  FORMCHECKBOX 
Teaching Faculty
 FORMCHECKBOX 
Classified  FORMCHECKBOX 
Wage   FORMCHECKBOX 
 Part-Time Faculty    FORMCHECKBOX 
Administrative Faculty



 FORMCHECKBOX 

Educational Aid

Educational Aid (Tuition Reimbursement) total request: $     




Course(s) Title and number:     
Credits:     

School to be Attended:     
Number of hours approved to date this fiscal year:     
 FORMCHECKBOX 

After Hours Study







 FORMCHECKBOX 

During Hours Study (3 hours max)


 FORMCHECKBOX 

Leave will be taken

 FORMCHECKBOX 

Work schedule will be adjusted

 FORMCHECKBOX 

Leave of absence with pay for Resident Study (Promissory note must be completed)

 FORMCHECKBOX 

Leave of absence without pay (If Educational expenses are being paid, promissory note must be completed)

 FORMCHECKBOX 

Continuous Learning


Course(s) Title and number:     





Credits:     
Number of hours approved to date this fiscal year:     
 FORMCHECKBOX 

After Hours Study

 FORMCHECKBOX 
 
Other _____________________________________

Justification

Purpose of Aid:
 FORMCHECKBOX 

Degree Completion (Educational Plan must be documented in Development Plan)



 FORMCHECKBOX 

Skill Development and/or Enhancement



 FORMCHECKBOX 

Professional Development
 FORMCHECKBOX 

Personal Enrichment

Agreement

1. I agree to furnish the VCCS with an acceptable record of showing titles of courses taken, number of credit hours, and grades received or notation of progress achieved.  For advance studies or search, an appropriate work description and notation of satisfactory progress from the institution is acceptable.

2. I understand that I will be reimbursed for tuition and fees upon satisfactory completion of the study undertaken.  This reimbursement may be subject to taxation per IRS regulations.

3. If granted a leave of absence for pay for resident study or if granted a leave of absence without pay and I receive payment for educational expenses, I will execute a promissory note.

4. This educational aid request may be cancelled in whole or in part, upon written notification by the employee, the college or the VCCS, at any time but no later than ten calendar days prior to the employee’s entry into the previously approved course work.

_______________________________________________
             
________________ __________________________________
Date of Request





Dean/Provost Approval/Supervisor

_______________________________________             _________________________________________     

Employee Signature





President Approval

PURPOSES OF EDUCATIONAL AID FOR STATE EMPLOYEES 

All education and training provided under the provisions of the State Educational Aid policy must meet the eligibility criteria of one of the two following categories: 

1. 
Job Related. Education or training related to employees' current positions to meet one of the following objectives: 

a.
To train employees in the use of new or modified methods and equipment. 

b.
To train employees in skills and knowledge required by changes in the 
employees' current positions. 

c. 
To train employees for advancement to positions for which qualified applicants are not otherwise available. 

d. 
To train employees appointed with below-minimum qualifications because qualified applicants were unavailable. 

2. Degree Requirement. 

Academic courses taken at accredited institutions to meet one of the following objectives: 

a. 
To enable qualified administrative and teaching faculty to attain advanced degrees for the maintenance of established standards of the college or to meet specific needs that have been authorized by the college. 
b. 
To enable classified employees to complete degree programs which will enhance job performance or support the colleges' missions. 

Documentation of acceptance into a degree program and the program's course requirements will accompany a request for educational aid for criteria 2.a. and 2.b. 

3.
Instructions for Payment of Educational Aid Reimbursements 
a. 
For each educational aid reimbursement, the following documentation is required: 

(1) Copy(ies) of the approved VCCS-16; 

(2) Copy(ies) of the grade report **; and 

(3) Copy(ies) of the receipts reflecting payment of educational expenses. 

(4) A completed accounting voucher; 


b. 
Each college or System Office shall: 

(1) Verify that the VCCS-16 has the appropriate approvals; 

(2) Verify that reimbursement amounts requested on the invoice and courses shown on grade reports agree with amounts and courses approved on the VCCS-16; and 

(3) Verify that satisfactory grades were received. 

** Letter grades are not awarded on some Ph.D. work but a statement of satisfactory completion of the course(s) should be furnished. 
	*EARLY ALERT*

	Please complete this form and return it to the Counseling Center closest to you if you have any student who might need assistance.  Please note that Counselors do not interrupt classes except in emergencies.  Please provide as much advance notice as possible to allow Counselors to locate and contact the student regarding your identified concern.  

PLEASE MAKE SURE YOU LIST THE STUDENT ID NUMBER!



	Student Name:


	Student (7 digit) ID Number:

	Class (include section):


	Day/Time:
	Faculty Member Name:

	IDENTIFIED CONCERN:
_____ Needs a re-evaluation of academic goals             
_____ Is having difficulties outside of class                    
          (work, family, illness)                                                  
_____ Is having financial difficulties                                                              
_____ Has had __________ absences

	_____ Is not prepared for this level of work
_____ Is having a problem adjusting to  classroom     
          environment
_____ Will receive a “D” or below if improvement is                  
          not shown

	_____ Has another counseling need: _________________________________________________________

	Faculty Member’s Comments, Strategies Attempted, Suggestions:



	Counselor:_____________________________________________  Date Received _____/_____/_____
Contact Date: _____/_____/_____           Method:  Letter _______ Phone ______ Other ______

Counselor Notes:


	Faculty Member Notified:  ____________    Date ____/____/____
	Updated 2/9/11



�





HEPATITIS B VACCINATION


DECLINATION FORM 


I understand that due to my occupational exposure to blood or other potentially infectious materials I may be at risk of acquiring hepatitis B virus (HBV) infection. I have been given the opportunity to be vaccinated with hepatitis B vaccine, at no charge to myself. However, I decline hepatitis B vaccination at this time. I understand that by declining this vaccine, I continue to be at risk of acquiring hepatitis B, a serious disease. If in the future I continue to have occupational exposure to blood or other potentially infectious materials and I want to be vaccinated with hepatitis B vaccine, I can receive the vaccination series at no charge to me. 


Name (print) ________________________________________ 


Signature _________________________________________ 


Social Security # ___________________________________ 


Department ________________________________________ 


Date  ______________________________________________








2A





2B





3A





3B





3C





3-D





4A





4-B





4-C





4-D





4-E





4-F





4-G





4-H





AMOUNT APPROVED:





$________________





Approved:  _____Yes____No





4-I





4-I
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