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The Checklist of Steps in the Hiring Process was developed and approved 

for the procedures used for the employment, screening, and selection of full-time and permanent part-time College employees.  (See next page for form.)
3020

CLASSIFIED

Classified employees are defined as those who occupy positions within the occupational classes that are listed in the Commonwealth of Virginia Compensation Plan, and who are covered by the Virginia Personnel Act once they have completed the probationary period.  Employees covered by the Act have no guarantee of employment for a particular term, and may be terminated in accordance with policy.  
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Checklist of Steps in the Hiring Process

Position Name: ________________________________Position Number__________________

Department: ______________________ Supervisor: _______________________________

	Completed
	Date
	Action

	
	
	1- Position vacancy reviewed by the President to determine whether position will be filled.  Complete the full-time hiring request form.

	
	
	2- President authorizes position.

	
	
	3- Employee Work Profile completed (if a new classified position) and sent to Human Resources Office.

	
	
	4- Position announcement prepared by supervisor and sent to the appropriate Vice President (or President) for review and approval. The announcement is then forwarded to the Human Resources Office for advertising.

	
	
	5- Position is advertised in appropriate media and channels. Note: all positions are advertised in area newspapers, RECRUIT, internal constituents, VCCS Human Resources Offices and VCCS website, and to community mailing lists maintained in the Affirmative Action Office. 

· In addition, faculty and administrative positions are advertised in national and regional media, and media targeted to minority populations. 

· It is the responsibility of the supervisor to provide additional publications or sources for other types of recruiting opportunities. 

· Positions should be advertised for a minimum of two weeks for classified positions and four weeks for faculty and administrative positions. 

· It is recommended that positions specify a screening review date and indicate, “applications will be accepted until position is filled.”

	
	
	6- Human Resource Office begins receiving and date stamping all applications. 

· It is the responsibility of the candidate to provide all information requested to complete an application package. 

· Human Resource Office will make copies of transcripts from previous application packets only for internal candidates at their request. However for best consideration by screening committees, candidates should complete a new application for each position sought. 

· Human Resources Office will send a letter to each applicant (when return address is provided) to acknowledge receipt of application. Candidate will be notified of information still missing from packet. 

	
	
	7- Affirmative Action Officer reviews applications to determine if there is a sufficient number of viable candidates (a minimum of 3) and the diversity of the applicant pool. Numerical data on each position is kept in the Affirmative Action Office.

	
	
	8- Screening Committee selected by the supervisor. The supervisor will submit the names (in writing) of all screening/selection/interview committee members to the appropriate Vice President or President. The VP (or President) will approve and forward the committee membership to the Human Resource Office and the Affirmative Action Office. The Screening/interview/selection committee shall reflect the broad diversity of the College family, such as program area/department, years of service, ethnicity and gender. The committee membership is reviewed by the appropriate Vice President and the Affirmative Action Officer to determine that the committee includes at least one male, one female, and at least one individual from outside the department and at least one individual who is African American.

	
	
	9- Screening Committee Orientation conducted by Affirmative Action Officer or Human Resources Officer. Orientation includes explanation of the search process and procedures.

	
	
	10- The Supervisor notifies the Human Resource Office of the candidates selected for interview and the dates and times for the interview. The Human Resource Office can make the arrangements for the interviews. A minimum of two applicants must be selected for interview.

	 
	
	11- Questions for each candidate are prepared by the Screening Committee. All candidates must be asked the same interview questions. 

	
	
	12- Interviews conducted by the Screening Committee. All members of the screening committee must be available to participate in each interview. 

	
	
	13- Letters are sent to the applicants who were not selected for an interview by the Human Resources Office.

	
	
	14- Reference Checks completed by the Screening Committee.

	
	
	15- Committee recommendation(s) submitted to the appropriate Vice President or President.

	
	
	16- Hiring decision is made. A preliminary VCCS 10 completed (for faculty and administrative positions) to determine potential salary.

	
	
	17- Offer made to candidate and candidate accepts position. Letter sent by Human Resources Office to successful candidate. (Letter will state salary, probationary period, benefits, etc. if classified position). If a faculty or administrative position, candidate must sign contract and return it.  Human Resources Office also sends authorization from for background check to the selected candidate.  HRO will submit form to Castle Branch to conduct background check in accordance with VCCS policy effective 7/1/07.  Satisfactory results must be received by HRO prior to the candidate’s employment.

	
	
	18- Letters are sent by the Human Resource Office to unsuccessful applicants who were interviewed. Committee Chair can also make a phone call to the unsuccessful candidates, if desired.

	
	
	19- Affirmative Action forms completed and submitted to Affirmative Action Officer within seven days of job offer and acceptance. These forms include: Qualifications Summary Sheet (Form2); Recruitment Data (Form3); Interviewer Compliance Form (Form 4); Interview and Selection Report (Form 5); Interview Questions and Responses (Form 6); and Reaction To Candidate (Form 7).

	
	
	20-  All copies of applications must be shredded at the conclusion of the search or they may be returned to the Human Resources Office or Affirmative Action Office for shredding.

	
	
	21-  Supervisor provides brief orientation for candidate on first day of work. Candidate should also report to the Human Resources Office for payroll and benefits follow up and to the Public Relations Office for photograph. A college wide orientation also will be held each fall and spring for new employees.

	
	
	22- Supervisor ensures that successful candidate has IT Security, IT access to appropriate applications, phone, furniture, keys, etc.


Revised 04/18/2005, 2/21/07; 7/1/07
3020.1
Compensation

On September 25, 2000, a new compensation plan took effect, bringing with it new pay practices (nine Pay Bands that are stepless), greater opportunities for career growth within state government, greater management flexibility and accountability and new ways to recognize and reward exceptional employee performance and acquired skills. The following web site is designed to provide comprehensive information about compensation reform for Virginia's work force. It features updates of the plan's ongoing implementation, provides training and communications tools, and serves as the central source of official information about this important change in the Commonwealth's human resource operations.  The web site is http://www.archives.dhrm.virginia.gov/compreform/comp.htm 

3020.2
Probationary Period

When an individual begins employment with the State as a classified employee, the employee must serve a twelve-month probationary period.  Some positions have extended probationary periods as mandated by training and certification requirements or as stipulated by law.  During the probationary period, employment may be terminated if the agency determines that the employee is not suited for the job.

If an employee worked for the state previously and has been re-employed in a classified position, the employee must begin a new probationary period.  If the employee is selected for a position at a higher salary level or moved to another position through transfer or demotion during the probationary period, the time served on probations is transferred, and the employee is required to serve only the remainder of the probationary period in his/her new position.

If an employee is transferred from a position that is not covered under the Virginia Personnel Act to a position that is covered by the Act, the employee must complete the twelve-month probationary period for the new position.  If an employee of an executive branch agency is promoted within the same agency to a higher position classification that requires an additional probationary period and the probationary period is not satisfied or completed (for reasons other than misconduct), the agency shall offer to return the employee to his/her previous classified position or an equivalent position for which a vacancy exists.

During the probationary period, an employee is not eligible to use the Employee Grievance Procedure.  If at any time, however, the employee believes that he/she has been discriminated against in any condition of employment based on race, color, religion, national origin, sex, age, disability, or political affiliation, he/she may file a discrimination complaint with the Office of Equal Employment Services in the Department of Human Resource Management (DHRM).

3020.3
Performance Planning and Evaluation

Performance planning and evaluation provide for the establishment and communication of employees’ performance plans and procedures for evaluating employees’ performance.  The form used to complete the annual performance evaluation includes a brief work description, performance plan, core responsibilities, performance measures, and employee development goals.  For an in-depth description of this process, see http://www.dhrm.virginia.gov/hrpolicy/web/pol1_40.html
For a copy of the Employee Work Profile for classified employees, see http://www.dcc.vccs.edu/forms/EWPFORM08.doc  

3020.4
Grievance Procedure 
The Department of Employment Dispute Resolution (EDR) is charged with administering the grievance procedure for all non-probationary state employees not exempted by law.  The grievance procedure provides a formal process through which an employee may bring a work-related concern to the upper levels of management.  A grievance must be in writing and initiated within 30 calendar days of the action or event at issue.  If an employee’s grievance is not resolved at the management level, a grievance may qualify for a hearing before an impartial administrative hearing officer.  To qualify for a hearing, a grievance must challenge formal discipline (written notices and terminations, suspensions, demotions, transfers or assignments issued in conjunction with such Written Notices) and/or present facts that could support a finding of:

1.
Discrimination on the basis of race, color, religion, political affiliation, age, disability, national origin, or sex;

2.
An arbitrary or capricious performance evaluation;

3.
Retaliation for participation in the grievance process, complying with any law or reporting a violation of fraud, waste, or abuse to the State Hotline, or exercising any right otherwise protected by law;

4.
A disciplinary transfer, assignment, demotion, suspension or other action that similarly affects the employment status of an employee; or

5.
An unfair application or misapplication of policies, procedures, rules, and regulations.

Prior to the initiation of a grievance, an employee is encouraged to consider discussing the issues with his/her immediate supervisor and/or higher levels of management in an effort to resolve the problem informally.  Informal discussions, however, do not extend the thirty-day deadline in which a grievance must be initiated.

Additional important information is contained in the Grievance Procedure Handbook available from the DCC Human Resource Office, EDR or at http://www.dhrm.virginia.gov/EDR/grievance/GPMJuly2012.pdf
3020.5
Demotions

A demotion is the assignment of an employee from one position to another in a lower salary band.  If an employee is demoted, his/her salary will be determined according to compensation policy.

3020.6
Lateral Transfers

A lateral transfer is the assignment of an employee from one position to another in the same salary band.  The employee’s salary is not subject to change because of a lateral transfer.

3020.7
Resignations

If an employee decides to terminate his/her employment with the State, an attempt should be made to provide at least two weeks written notice to his/her supervisor with a copy also sent to the President. Upon resignation, the employee has the option to convert group life insurance coverage and to extend health care coverage at his/her own expense.  See Employee Separation Check Sheet in Section 3080.2. 
3020.8
Statewide Mediation Program

Mediation is an alternative method of resolving workplace conflict, which is voluntary, confidential, and available to all State employees.  Through the process of mediation, mediators (other State employees trained by DERC) guide participants in expressing their concerns, identifying underlying issues, and generating workable solutions to workplace disputes.  Mediation is available for groups of all sizes, from two employees to large work units, and has successfully resolved many types of employment-related concerns.

3020.9
Training

The Department of Employment Dispute Resolution (EDR) provides training for supervisory and non-supervisory employees throughout the State.  Courses are interactive in approach, and address such topics as grievance procedure mechanics, preparation for a grievance hearing, conflict resolution, and training for mediators.

3020.10
Hours of Work

Normal working hours for classified employees are from 8:00 a.m. until 5:00 p.m. with an hour allowed for lunch.  The College work week is based on a forty-hour week.  The actual schedule worked by each employee should be approved by his/her supervisor.

Effective April 11, 2011, the Time and Attendance Form went online in the HRMS system.  Employees should access, complete, and submit this document electronically for supervisor’s approval.

3020.11
Overtime

The Fair Labor Standards Act (FLSA) requires that those State employees whose positions are covered by the Act or “non-exempt” either be paid one and one-half times their usual hourly rates for any hours worked in excess of the standard forty-hour work week, or be granted overtime leave at a rate of one-and-one-half hours for each overtime hour worked.  Employees in certain administrative, executive, and professional positions have been determined as “exempt” from the overtime required of the FLSA and are normally not entitled to overtime compensation.  Each agency determines the exempt or non-exempt status of each position assigned to the agency according to FLSA guidelines.

3020.12
DCC Policy for Overtime

The only overtime to be paid by the College is for snow removal.  The vice presidents of the College have the authority to approve hours worked beyond forty in a one-week period because of emergency circumstances.  These hours to be worked will not be paid, but will be added as overtime leave at the rate one-and-one-half hours per one hour worked beyond forty for those classified staff in non-exempt positions (allowed to be compensated for overtime).  Requests to have employees work more than forty hours in a week should be made in writing to the appropriate vice president with a full explanation.  The vice president will approve or disapprove such a request in writing with a copy to the president.  These requests should only be made for emergency circumstances that cannot be anticipated.  If it becomes necessary for an employee to work more than eight hours in a day, then the supervisor is responsible for providing schedule adjustments so that the employee does not work more than forty hours in a week.  The only exception to this is snow removal and emergencies.  
3020.13
Leave – See Benefits

For additional information, contact the College’s Human Resources Officer or see http://www.dhrm.virginia.gov/genlbenefits/benefitsdescrption.html 
3020.14
Holidays

All salaried State employees receive twelve paid holidays annually:

· New Year’s Day (January 1)
· Lee-Jackson Day* (Friday preceding third Monday in January)

· Martin Luther King Day (third Monday in January)
· George Washington’s Birthday* (the third Monday in February)
· Memorial Day (the last Monday in May)
· Independence Day (July 4)
· Labor Day (the first Monday in September)
· Columbus Day* (the second Monday in October)
· Veteran’s Day* (November 11)
· Thanksgiving Day (the fourth Thursday in November)

· The day after Thanksgiving Day

· Christmas Day (December 25)
· Note:  Other days may be designated by the Governor or the President of the United States.

 *These holidays are reserved for use during the break between Christmas and New Year’s Day.

Not all agencies observe the holidays listed above, and an employee should consult his/her Human Resource Office to determine the agency’s holiday schedule.  When a holiday falls on Saturday, it will be observed on the Friday before the holiday; when a holiday falls on Sunday, it will be observed on the Monday after the holiday.  If a holiday falls on a scheduled day off, other than a weekend, an employee will be granted compensatory leave.

If an employee is taking annual, sick, overtime, or compensatory leave for a period of time that includes a paid holiday, the employee will not be charged leave for the holiday, but neither will the employee be given an alternate day off for the holiday.

To be eligible for holiday pay, employees must work or be on pre-authorized paid leave the workdays immediately before and after the holiday.  However, if an employee’s first day of work in the pay period is a holiday and the employee works the next day, the employee will be paid for that holiday, regardless of whether the employee worked the last day in the previous pay period.  If an employee is retiring or separating from State service and the final day of the pay period falls on a holiday and the employee works the day before, the employee will be paid for that holiday. 

3020.15
Reduction in Force

The Layoff Policy permits the College to implement reductions in the workforce according to uniform criteria when it becomes necessary to reduce the number of employees or to reconfigure the workforce including change of positions from full-time to part-time status.  The decision to implement layoffs must not be made on the basis of an employee’s race, color, religion, gender, age, national origin, disability, or political affiliation.  Classified employees in positions identified for abolishment will be considered for placement and layoff benefits according to provisions of Department of Human Resource Management Policies and Procedures Manual.  

See http://www.dhrm.virginia.gov/hrpolicy/web/pol1_30.html
3020.16
Standards of Conduct DHRM Policy 1.60 (EFFECTIVE  APRIL 16, 2008) www.dhrm.virginia.gov/hrpolicy/web/pol1_60.pdf
APPLICATION:  All positions covered by the Virginia Personnel Act, including non-probationary full-time and part-time classified and restricted employees.  Agencies may use this policy as a guide for evaluating the workplace conduct of employees, probationary employees and employees expressly excluded from the Act’s coverage (Official Written Notice forms may not be issued to these employees.)

3020.16.1

Policy 









It is the policy of the Commonwealth to promote the well-being of its employees by maintaining high standards of work performance and professional conduct.

3020.16.2

Purpose


The purpose of this policy is to set forth the Commonwealth’s Standards of Conduct and the disciplinary process that agencies must utilize to address unacceptable behavior, conduct, and related employment problems in the workplace, or outside the workplace when conduct impacts an employee’s ability to do his/her job and/or influences the agency’s overall effectiveness.
It is the intent of this policy that agencies follow a course of progressive discipline that fairly and consistently addresses employee behavior, conduct, or performance that is incompatible with the state’s Standards and Conduct for employees and/or related agency policies.  Disciplinary actions must be founded on the principles of due process and will employ a range of corrective and disciplinary actions that are applied based on the nature and history of the misconduct or unacceptable performance.  Corrective and disciplinary actions must be administered through a prompt and fair process as described in this policy’s Administrative Procedures.  The ultimate goal of this policy and its procedures is to help employees become fully contributing members of the organization.  Conversely, this policy is also designed to enable agencies to fairly and effectively discipline and/or terminate employees whose conduct and/or performance does not improve or where the misconduct and/or unacceptable performance is of such a serious nature that a first offense warrants termination.

The Administrative Procedures for the consistent administration of this policy are attached.   

3020.16.3

Employee Standards of Conduct


Employees covered by this policy are employed to fulfill certain duties and expectations that support the mission and values of their agencies and are expected to conduct themselves in a manner deserving of public trust.  The following list if not all-inclusive but is intended to illustrate the minimum expectations for acceptable workplace conduct and performance.
Agencies have the authority to supplement this list as needed in a manner consistent with the needs of the organization and intent of this policy.

Employees who contribute to the success of an agency’s mission:

· Report to work as scheduled and seek approval from their supervisors in advance for any changes to the established work schedule, including the use of leave and late or early arrivals and departures.

· Perform assigned duties and responsibilities with the highest degree of public trust.

· Devote full effort to job responsibilities during work hours.

· Maintain the qualifications, certification, licensure, and/or training requirements identified for their positions.

· Demonstrate respect for the agency and toward agency coworkers, supervisors, managers, subordinates, residential clients, students, and customers.

· Use state equipment, time, and resources judiciously and as authorized.

· Support efforts that ensure a safe and healthy work environment.

· Utilize leave and related employee benefits in the manner for which they were intended.  

· Resolve work-related issues and disputes in a professional manner and through established business processes.

· Meet or exceed established job performance expectations.

· Make work-related decisions and/or take actions that are in the best interest of the agency.

· Comply with the letter and spirit of all state and agency policies and procedures, the Conflict of Interest Act, and Commonwealth laws and regulations.

· Report circumstances or concerns that may affect satisfactory work performance to management, including any inappropriate (fraudulent, illegal, unethical) activities of other employees.
· Obtain approval from supervisor prior to accepting outside employment.

· Obtain approval from supervisor prior to working overtime, if non-exempt from the Fair Labor Standards Act (FLSA).

· Work cooperatively to achieve work unit and agency goals and objectives.
· Conduct themselves at all times in a manner that supports the mission of their agency and the performance of their duties.


3020.16.4

Authority









The Director of the Department of Human Resource Management (DHRM) is responsible for the official interpretation of this policy pursuant to the authority provided by § 2.2-1201 of the Code of Virginia.  DHRM reserves the right to revise or eliminate this policy as necessary.
The Virginia Personnel Act, Code of Virginia § 2.2-2900 et. seq. specifies that agency heads shall be the appointing authorities of their respective agencies and shall establish methods of personnel administration within their agencies.

Agencies may supplement this policy to accommodate specific business needs.  Supplemental policies must be consistent with the provisions of DHRM policy and must be communicated to all agency employees. 


3020.16.5
Related DHRM Policies 




1.05 Alcohol and Other Drugs


1.25 Hours of Work


1.35 Emergency Closings


1.40 Performance Planning and Evaluation


1.70 Termination from State Service


1.75 Use of Electronic Communications and


1.80 Workplace Violence


2.30 Workplace Harassment


4.30 Leave Policies - General Provisions

3020.16.6

Administrative Procedures:  Standards of Conduct 


3020.16.6.1

Purpose
These procedures accompany the Standards of Conduct Policy 1.60 and are designed to assist agencies in the administration of the Commonwealth’s disciplinary system.
A.
General Principles

Corrective actions, whether informal or formal, must depend upon the nature, consequence(s), or potential consequence(s) of the employee’s conduct or performance and the surrounding circumstances and mitigating factors, if any.  Management should apply corrective actions consistently, while taking into consideration the specific circumstances of each individual case.  Prior to taking any corrective action, it is suggested that management consider the following:
· Whether the corrective action is consistent with state and agency standards of conduct.

· The nature, severity, and consequences of the offense.

· Whether the offense constitutes a violation of a policy, procedure, rule, or law.

· Previous counseling, whether informal or formal that addressed the same or similar misconduct or performance.

· Previous disciplinary actions that addressed the same or similar misconduct or performance.

· Whether the offense relates to the employee’s job duties and the employee’s ability to perform satisfactorily.

· How issues with similarly situated employees have been addressed.

· Mitigating factors that would compel a reduction in the disciplinary action to promote the interests of fairness and objectivity.

· If the corrective action is appropriate for a specific offense.

Before the need for, or in addition to corrective action, supervisors may refer employees to the Employee Assistance Program (EAP) or other professional assistance program (for employees who do not participate in the state’s healthcare plan) as appropriate.  Referral to the EAP or comparable program shall not be considered a substitute for any disciplinary action imposed for the commission of an offense.

NOTE:  Referral to the EAP or comparable program may be required depending upon the nature of the behavior or misconduct.  Agencies are advised to consult with their Assistant Attorney General prior to mandating participation.

B.  
Corrective and Disciplinary Action

The Commonwealth’s disciplinary system typically involves the use of increasingly significant measures to provide feedback to employees so that they may correct conduct or performance problems.  It is designed to encourage employees to become fully contributing members of the organization and to enable agencies to fairly, and with reliable documentation, terminate employees who are unable or unwilling to improve their conduct and/or job performance.

1.
Counseling

Counseling is typically the first level of corrective action but is not a required precursor to the issuance of Written Notices.  Counseling may be an informal (verbal) or formal (written) communication which conveys that an employee’s conduct or performance was improper and must be corrected.  This level of corrective action would be appropriate for conduct and/or performance issues resulting in minimal impact to business operations, to the safety and well-being of others, or that involve minor infractions of policies or laws.

Counseling may be documented by a letter or memorandum, but not on the Written Notice form.  Documentation regarding counseling should be retained in the supervisor’s files, and not in the employee’s file, except as necessary to support subsequent formal disciplinary action.

Employees are not permitted to have legal representation in counseling sessions.

a.
Informal (Verbal) Counseling

Counseling should consist of private discussions between employees and their supervisors regarding the desired course of action to improve the employees’ performance and/or conduct, the supervisor’s expectations for improvement, and what may occur if the performance or conduct is not corrected.  The supervisor should explain that a summary of the conversation will be notated and may be placed in the supervisory file(s).

b.
Formal (Written) Counseling

A written memorandum should be issued to emphasize the significance of relatively minor acts of misconduct or unacceptable performance when facts and discussions with the employee demonstrate that verbal counseling has not corrected the problem.  It may also be issued as the initial means to address first instances of misconduct or unsatisfactory performance.

Formal counseling must be documented by a letter or memorandum, but not on the Written Notice form.  A copy of the letter or memorandum must be given to the employee.  Counseling documentation should be retained in the supervisors’ files, not in employees’ personnel files, except as necessary to support subsequent formal disciplinary action.

When conducting a formal counseling session in which a written memorandum will be issued the supervisor should meet privately with the employee to discuss the conduct or performance issues and the desired course of action for improvement, including the supervisors’ expectations and what may occur if the performance or conduct is not corrected.

2.
Written Notices  
When counseling has failed to correct misconduct or performance problems, or when an employee commits a more serious offense, management should address the matter by issuing a Written Notice.  A Written Notice may be accompanied by additional actions including suspension; a demotion or transfer with reduced responsibilities with  a disciplinary salary action; a transfer to an equivalent position in a different work area; or termination, as described in Sub-Sections a, b, and c.  Management should issue Written Notices as soon as reasonably possible after becoming aware of misconduct or unacceptable performance.  (Refer to Section E, “Due Process” for procedural guidance.)
The Written Notice Form must include an advisory statement that an active Written Notice may affect the employee’s overall annual performance rating.

To assist management in the assessment of the appropriate corrective action, offenses are organized into three groups according to the severity of the misconduct or behavior.

Examples of offenses, by group, are presented in Attachment A.  These examples are not all-inclusive, but are intended as examples of conduct for which specific disciplinary actions may be warranted.  Accordingly, any offense not specifically enumerated, that in the judgment of agency heads or their designees undermines the effectiveness of agencies’ activities, may be considered unacceptable and treated in a manner consistent with the provisions of this section.

NOTE:  Under certain circumstances an offense typically associated with one offense category may be elevated to a higher level offense.  Agencies may consider any unique impact that a particular offense has on the agency and the fact that the potential consequences of the performance or misconduct substantially exceeded agency norms.  Refer to Attachment A for specific guidance.

a.
Group I Offense
Offenses in this category include acts of minor misconduct that require formal disciplinary action.  This level is appropriate for repeated acts of minor misconduct or for first offenses that have a relatively minor impact on business operations but still require formal intervention.

· See Attachment A for examples of Group I Offenses.

· Active Life of Notice:  Two years from its date of issuance to the employee.
· Suspension Options:  No suspension for first offense, but a third active Group I Notice may result in a suspension of ten workdays (or a maximum of 80 hours for non-exempt employees).  Refer to Section D. 1 for guidance on suspensions for exempt employees.

· Accumulation of four active Group I Offenses normally should result in termination unless there are mitigating circumstances.

· Absent mitigating circumstances, a repeat of the same, active Group I Offense should result in the issuance of a Group II Offense notice.

b.
Group II Offense

Offenses in this category include acts of misconduct of a more serious and/or repeat nature that require formal disciplinary action.  This level is appropriate for offenses that significantly impact business operations and/or constitute neglect of duty, insubordination, the abuse of state resources, violations of policies, procedures, or laws.

· See Attachment A for examples of Group II Offenses.

· Active Life of Notice:  Three years from its date of issuance to the employee. 

· Suspension Options:  Suspension of up to 10 workdays (or maximum of 80 hours for non-exempt employees) for the first Group II Offense.  Refer to Section D. 1 for guidance on suspensions for exempt employees.

· A second active Group II Notice normally should result in termination; however, when mitigating circumstances exist, an employee may be suspended for up to 30 workdays and/or demoted or transferred with reduced responsibilities and a disciplinary salary action; or transferred to an equivalent position in a different work area with no change in salary.

· A Group II Notice in addition to three active Group I Notices normally should result in termination, but suspension and or a demotion or transfer with reduced responsibilities and a disciplinary salary action; or transfer to an equivalent position in a different work area with no change in salary may be considered.
c.
Group III Offense

Offenses in this category include acts of misconduct of such a severe nature that a first occurrence normally should warrant termination.  This level is appropriate for offenses that, for example, endanger others in the workplace, constitute illegal or unethical conduct; neglect of duty; disruption of the workplace; or other serious violations of policies, procedures, or laws.

· See Attachment A for examples of Group III Offenses.

· Active Life of Notice:  Four years from its date of issuance to the employee.

· Suspension Options:  Suspension of up to 30 workdays (or maximum of 240 hours for non-exempt employees).  Refer to Section D. 1 for guidance on suspensions for exempt employees.

· One Group III Offense normally should result in termination unless there are mitigating circumstances.

NOTE:  The active life of Written Notices as stated above are definite and may not be extended due to an employee’s absence.  Notices expire when an employee voluntarily or involuntarily separates provided that re-employment with the same or different agency occurs after a formal break in service and a new probationary period is required.
3.
Mitigating Circumstances
a.
Agencies may reduce the level of a corrective action if there are mitigating circumstances, such as conditions that compel a reduction to promote the interests of fairness and objectivity, or based on an employee’s otherwise satisfactory work performance.

b.
Mitigating circumstances for a Group III offense may support, as an alternative to termination, an employee’s demotion or transfer to a position with reduced responsibilities and a disciplinary salary action with a minimum 5% reduction in salary, transfer to an equivalent position in a different work area; and/or suspension of up to 30 workdays.

c.
An employee who is issued a Written Notice that would normally warrant termination but who is not terminated due to mitigating circumstances must be notified that any subsequent Written Notice for any level offense during the active life of the Written Notice may result in termination.

C.  
Pre-disciplinary Leave with Pay

Pre-disciplinary Leave is leave with pay to be used when disciplinary action is being considered and the employee’s removal from the workplace is necessary or prudent.  There are two categories of Pre-Disciplinary Leave with Pay:

1.
Immediate Removal from the Workplace for Disciplinary Reviews of Administrative Investigations

· Management may immediately remove an employee from the workplace without providing advance notification when the employee’s continued presence:

· May be harmful to the employee, other employees, clients, and/or patients;

· Makes it impossible for the agency to conduct business.

· May hamper an internal agency investigation into the employee’s alleged misconduct;

· May hamper an investigation being conducted by law enforcement; or

· May constitute negligence in regard to the agency’s duties to the public and/or other employees.

a.
An employee should be immediately advised of the reason for his/her removal from the workplace.  As soon as possible after an employee’s removal from the work area for reasons stated above, management must provide the employee with written notification of the intended corrective action and a summary or description of the evidence of the offense for which the corrective action is being contemplated, and when applicable, that an administrative investigation of the employee’s conduct is underway.  Employees must be provided a reasonable opportunity to respond before taking any formal corrective action.
b.
Employees may be placed on pre-disciplinary leave in order to conduct a disciplinary review or administrative investigation for up to fifteen workdays (maximum of 120 hours for non-exempt employees).  If the disciplinary review or administrative investigation is not completed within fifteen workdays the agency must

(1)
impose disciplinary action in accordance with this policy;

(2)
permit the employee to return to work pending the outcome of the review or investigation; or

(3)
extend pre-disciplinary leave with pay for a specified period of time as determined by the agency head.

c.
Written notification of pre-disciplinary leave with pay pending a disciplinary review or agency investigation should be by memorandum, not by the Written Notice form.
2.
Removal from the Workplace for Alleged Criminal Conduct
Management may also immediately remove an employee from the workplace without providing advance notification when he/she is under investigation for alleged criminal conduct that is related to the nature of his/her job or to the agency’s mission.  Management should consider the employee’s ability to perform his/her assigned responsibilities and if the employee’s continued presence:

· May constitute negligence in regard to the agency’s duties to the public and/or other employees;

· May be harmful to the employee, other employees, clients, students, or patients;

· Makes it impossible for the agency to conduct business;

· May hamper the investigation by law enforcement.

a.
An employee who is placed on pre-disciplinary leave with pay because of alleged criminal conduct that impacts the employee’s ability to do his/her job or represents a risk to the agency shall be continued on leave with pay until either (a) the employee is formally charged with a criminal offense by authorities or entities outside of the employer agency, such as by arrest or indictment, or (b) the criminal investigation is concluded without any formal charges being made.

b.
Any employee who is formally charged with a criminal offense (that is related to the nature of his/her job or to the agency’s mission) by outside authorities shall be immediately suspended without pay for a period not to exceed ninety (90) calendar days.  (Agencies have the option to allow employees to charge accrued annual, overtime, compensatory, or family personal leave to this period of suspension provided that the employee has sufficient leave balances.)

c.
If, at the conclusion of the 90-day period there has been no resolution of the criminal charge, the employee will be placed on or returned to pre-disciplinary leave with pay until the charge has been resolved.  If the criminal investigation is concluded without any formal charges being made, or if the charge is resolved without the employee being convicted of it, the employer shall return the employee to active status.  Any accrued annual leave applied to the period of suspension without pay shall be reinstated.

d.
Regardless of the status of any criminal investigation or process, the agency may determine at any time to institute disciplinary charges against the employee under the Standards of Conduct, up to and including termination, based upon the facts or evidence of conduct that prompted the criminal investigation or process.
D.
Disciplinary Suspensions

All disciplinary suspensions are without pay.  Employees on suspension normally shall not be allowed on the agency’s premises, nor shall they be allowed to work except to fulfill previously scheduled court obligations or to file and process a grievance or Equal Employment complaint.
Suspensions resulting from a Written Notice, or an accumulation of Notices, and the maximum periods of suspension are described in Section B. 2, Formal Written Notices, and in Attachment A for each level of Written Notice.

1.
Suspension of Employees Exempt from the Fair Labor Standards Act 
Exempt employees’ salaries may not be reduced as the result of a suspension except as described in this section.  Exempt employees should be reimbursed promptly for any disciplinary salary reductions that are non-compliant.

a.
Disciplinary suspension of an exempt employee for an infraction of a safety rule of major significance may be applied for less than a full workday or workweek.  Safety rules of major significance are defined as provisions intended to prevent serious danger to the workplace or to other employees, such as prohibiting smoking in explosive plants, oil refineries, and coal mines.
b.
If an exempt employee is suspended for misconduct, the suspension shall be not less than a full workday.  Suspensions of more than one workday must be in multiples of full workdays; e.g., a three-day (24 hours) suspension for an employee assigned to eight-hour workdays, or a three-day (30 hours) suspension for an employee assigned to ten-hour workdays.  If it becomes necessary to remove an exempt employee from the workplace for a partial workday due to the employee’s misconduct, the employee must be paid for that partial day’s absence.

c.
If an exempt employee is suspended for disciplinary reasons related to the employee’s unsatisfactory attendance or performance issues (non-conduct related), the suspension shall be not less than a full workweek.  Suspensions of more than one workweek will be in multiples of full workweeks; e.g., a three-week (120 hours) suspension.  An employee may not be permitted to serve a suspension related to attendance or performance other than in whole workweek segments.  Less serious violations in these areas should be addressed by other means of discipline, reserving suspension for the most serious or repeated violations.

d.
If an exempt employee is suspended pending the outcome of a criminal investigation, the employee must be paid for any partial workweek suspensions.  Full workweeks of suspension are unpaid.
Although probationary employees are not covered by this policy, the FLSA rules for suspension do apply.
2.
Pay and Benefits During Suspension

The provisions regarding compensation and benefits set forth below apply to disciplinary suspensions without pay. 

a.
Performance increases and annual leave accrual
Employees’ eligibility for performance increases may be affected by the time on suspension in accordance with VCCS Policy 1.40, Performance Planning and Evaluation.

Suspensions exceeding 14 calendar days shall affect an employee’s length of service for purposes of annual leave accrual.

b.
Annual and “traditional” sick leave accrual

An employee on suspension will not accrue annual or “traditional” sick leave, except that:

· If a suspension extends into a second pay period, accrual of annual and sick leave shall resume in the second pay period unless the period of suspension exceeds 15 calendar days; and

· If a suspension extends into a third pay period, accrual of annual or sick leave shall resume in the third pay period unless the period of suspension exceeds 31 calendar days, and so on.

c.
VSDP (Virginia Sickness and Disability Program) benefits

· Employees who are suspended may not access their VSDP benefits during the period of suspension.
· Employees who are terminated for disciplinary reasons are not eligible to receive VSDP benefits.

d.
Health Insurance

· A suspended employee’s health insurance coverage continues until the end of the month in which the suspension began, except that there shall be no break in coverage if the employee is reinstated in time to work half of the workdays in the following month.
· If the length of the period of suspension results in a break in health insurance coverage, the suspended employee must be notified that he/she may retain his or her group insurance coverage for up to 12 months by paying the monthly insurance premiums (both the employee’s and state’s contribution) in advance and in accordance with state guidelines.  This 12-month extension runs concurrently with the 18 months granted under the Extended Coverage provisions of the health benefits plan.
e.
Life Insurance
· Life insurance coverage may continue for up to 24 months, with the agency making the full contribution.
3.
Pay and Benefits upon Reinstatement

a.
Reinstatement from Suspension
· If an agency reinstates a suspended employee with back pay for any period of the suspension, unless directed otherwise in the hearing officer’s decision, health benefits must be made effective retroactive to the date of reinstatement.  The agency shall make appropriate refund(s) to the employee for the state portion of any health insurance premiums that he or paid to continue coverage during the suspension.

· If an agency reinstates a suspended employee without back pay, there shall be no reimbursement for any portion of health insurance premiums that he or she paid to continue coverage.

b.
Reinstatement from Termination 

· If an agency reinstates a terminated employee with back pay, unless otherwise directed in the hearing officer’s decision, health benefits must be made effective retroactive to the date of termination.

NOTE:   Suspended and terminated employees may have purchased individual health insurance coverage or acquired coverage through a spouse’s health benefits plan.  Agencies should inquire about such coverage when discussing back pay and benefits with these employees.  If the hearing officer does not grant back benefits because the employee was enrolled in other coverage during the period of suspension or termination, the employee must provide proof of the other coverage.
E.
Due Process

Prior to the issuance of any Written Notices, demotions, transfers with disciplinary salary actions, suspensions or terminations, Agency Human Resource Directors or their designees should review the documentation for the recommended actions to determine if the action is appropriate for the offense; if a referral to the employee assistant program is advisable; and what the final recommendation for corrective action should be.

1.
Advance Notice of Discipline to Employees

Prior to the issuance of Written Notices, disciplinary suspensions, demotions, transfers with disciplinary salary actions, and terminations, employees must be given oral or written notification of the offense, an explanation of the agency’s evidence in support of the charge and a reasonable opportunity to respond.

2.
Employee Response and “Reasonable Opportunity to Respond”

Employees must be given a reasonable opportunity to respond after receiving notification of pre-disciplinary or disciplinary actions.  Normally, a 24-hour period is a sufficient period of time; however, a “reasonable opportunity to respond” should not be based solely on the quantity of time provided, but also on the nature of the offense, which may or may not require more or less time to refute or mitigate the charge.

F.
Use of Grievance Procedure

1.
Classified, non-probationary employees may challenge corrective or disciplinary actions through the Employee Grievance Procedure, and may direct questions regarding this procedure to the Department of Employment Dispute Resolution.
NOTE:  Employees hired after July 1, 2006, under the Higher Education Restructuring Act are not covered by the Virginia Personnel Act, but do have access to the State Grievance Procedure.

2.
Hearing Officer’s Authority

a.
General Authority

A hearing officer may uphold, reduce, or rescind corrective or disciplinary actions taken by the agency so long as the officer’s decision is consistent with written policy.

b.
Reinstatement by a Hearing Officer

When a hearing officer orders an employee’s reinstatement from suspension or termination, the hearing officer may order:

· Full, partial, or no back pay; and/or

· A reduction in the employee’s disciplinary record such that termination no longer could take place (e.g., the employee has only three Group I Written Notices or one Group II Written Notice).  The officer must reinstate the employee with full back pay (minus an appropriate disciplinary suspension, if he/she wishes).

· Credit for annual and sick leave that the employee did not accrue during the period of discharge and/or suspension.

c.
Interim Earnings

A hearing officer’s award of back pay shall be offset by any interim earnings that the employee received during the period of separation, including unemployment compensation received from the Virginia Employment Commission.

d.
Repayment of Health Insurance Premiums

If a hearing officer orders reinstatement with back pay for any period of suspension or from termination, the employee shall receive reimbursement for any health insurance premiums that he or she paid during the period that would have been paid by the agency.

If a hearing officer orders reinstatement without back pay, the employee shall not receive reimbursement for any portion of the health insurance premiums that he or she paid during the separation.
Hearing officers have the authority to exclude back benefits for health insurance coverage if the employee was enrolled in other coverage during a period of suspension or termination and awarding back benefits would present undue financial hardship to the employee.  The employee must provide proof of the other coverage.
G.
Records Management

1. Agencies must update payroll and/or PMIS records immediately upon issuance of a Written Notice, upon placing employees on pre-disciplinary leave or disciplinary suspension, and upon subsequent demotions or transfers with disciplinary salary actions, terminations, or reinstatements.
a.
The active periods for Written Notices are definite and may not be extended due to an employee’s absence.

b.
Written Notices that are no longer active shall not be considered in an employee’s accumulation of Written Notices; however, an inactive notice may be considered in determining the appropriate disciplinary action if the conduct or behavior is repeated.  For example, misconduct which if a “first” offense would normally be addressed through counseling may warrant a Written Notice when the employee has an inactive Notice on file for the same misconduct. 

c.
Written Notices shall be kept in employees’ agency personnel files, including those that are no longer active.

Exception:  A Written Notice must be removed from an employee’s personnel file if the agency modifies or vacates its disciplinary action.  If, through the grievance procedure, it is determined that the Written Notice issued was not justified, the hearing officer may direct its removal from the employee’s personnel file.  Such notices shall not be destroyed, but shall be retained in a grievance file or separate confidential file and shall not be considered in relation to any future disciplinary or other personnel action.

H.
Removal Due to Circumstances which Prevent Employees from Performing Their Jobs

1.
Inability to Meet Working Conditions

An employee unable to meet the working conditions of his or her employment due to circumstances such as those listed below may be removed under this section.  Reasons include:

· Loss of driver’s license that is required for performance of the job;

· Incarceration for an extended period;

· Failure to obtain license or certification required for the job;

· Loss of license or certification required for the job;

· Inability to perform the essential functions of the job after reasonable accommodation (if required) has been considered.

· Failure to successfully pass an agency’s background investigation; or

· Conviction of a misdemeanor crime of domestic violence for employees whose jobs require:  (a) carrying a firearm; or

(b) authorization to carry a firearm.
· Failure to timely present appropriate documentation of identity and eligibility to work in the U.S. as required by federal law.

Prior to such removal, the appointing authority and/or Human Resource Office shall gather full documentation supporting such action and notify the employee, verbally or in writing, of the reasons for such a removal, giving the employee a reasonable opportunity to respond to the charges.  Final notification of removal should be via memorandum or letter, not by a Written Notice Form.

Employees may challenge removals through the Employee Grievance Procedure, and may direct questions regarding this procedure to the Department of Employment Dispute Resolution.

Agencies may, based on mitigating circumstances, demote or transfer and reduce the employee’s duties with a minimum 5% reduction in salary, or transfer them to an equivalent position without a reduction in salary as an alternative to termination.

I.
Termination

Refer to DHRM Policy 1.70. Termination/Separation from State Service, for additional information on the disposition of leave and other benefits upon separation from state service.

3020.16.2
Glossary

Corrective action

Any intervening informal or formal counseling action taken by management to address employment problems, such as unacceptable performance, behavior, or misconduct.
Counseling

Counseling may be an informal intervention that consists of a discussion between an employee and his or her supervisor regarding problems with the employee’s work performance, behavior, and/or conduct.  Formal counseling discussions must be documented in a written memorandum.  Counseling that is related to work performance may be included in an interim performance evaluation as described in VCCS Policy 1.40, Performance Planning and Evaluation.



Criminal Charge


An arrest or indictment by authorities or entities outside of the employer agency against an employee for the commission offense.



Criminal Offense


Criminal offenses include felonies and misdemeanors as defined in the statutes of the United States, the Commonwealth of Virginia, other sovereign states, and other city and county governments.  Criminal offenses shall not include traffic or other charges that are specifically differentiated and exempted from statutory criminal offenses; however, DUI or other formal charges which impact an employee’s ability to drive a vehicle or could result in incarceration if convicted shall be considered criminal charges.

Interim Evaluation


A performance evaluation completed during the performance cycle to document and assess an employee’s progress toward achieving the performance plan.  If agencies desire to use a form for this purpose, they may use the form provided with VCCS Policy 1.40, Performance Planning and Evaluation, or develop their own forms.  Interim Performance Evaluations are not considered “official” documents and are retained in the supervisor’s confidential file for use in constructing the annual performance evaluation.  Counseling, particularly when related to work performance, may be part of an interim evaluation.

Disciplinary Action


A formal action taken in response to unacceptable performance or misconduct.  Disciplinary actions include the issuance of Written Notices; suspensions; demotions; transfers; disciplinary salary actions; and terminations.


Disciplinary Demotion


Management initiated assignment of an employee to the same or a different position in the same or lower Pay Band with less job responsibilities that must result in a minimum of a 5% reduction in base salary.  In no case may an employee’s salary exceed the maximum of the pay band following a disciplinary salary action.

Disciplinary Review

A process that involves reviewing the facts and circumstances surrounding misconduct or unacceptable performance in order to determine if disciplinary action is warranted.


Disciplinary Salary Action


Employees may be retained in their current positions and have their duties reduced, be demoted, or transferred to positions in the same or lower pay band with less job responsibilities in lieu of termination.  The employee’s salary in each case must be reduced by at least 5%.  In no case may an employee’s salary exceed the maximum of the pay band following a disciplinary salary action.  (Agencies have the authority to transfer employees to equivalent positions as part of the disciplinary process without a reduction in salary.)

Due Process


Prior to any pre-disciplinary or disciplinary actions, employees must be given oral or written notification of an offense, an explanation of the agency’s evidence in support of the charge, and a reasonable opportunity to respond.  Agencies must provide a clear and descriptive explanation of the offense in a manner that ensures that the employee understands the facts presented and will be able to present mitigating factors or denial of the charge.


Pre-disciplinary Leave


Pre-disciplinary leave is leave with pay to be used when disciplinary action is being considered and the employee’s removal from the workplace is necessary because: their continued presence may be harmful to the employee, other employees, clients, and/or patients; makes it impossible for the agency to conduct business; may hamper an internal agency investigation into their alleges misconduct; may hamper an investigation being conducted by law enforcement; or may constitute negligence in regard to the agency’s duties to the public and/or other employees.


Progressive Discipline


A system of increasingly significant measures that are utilized to provide feedback to employees so that they can correct conduct or performance problems.  It is most successful when provided in a way that helps an employee become a fully contributing member of the organization.  Progressive discipline also enables agencies to fairly, and with reliable documentation, terminate an employee who is unable or unwilling to improve his/her workplace conduct and/or job performance.


Reasonable Opportunity to Respond

Employees must be given a reasonable opportunity to respond after receiving notification of pre-disciplinary or disciplinary action.  Normally, a twenty-four hour period is sufficient; however, a “reasonable opportunity to respond” should not be based solely on the quantity of time provided, but also on the nature of the offense, which may or may not require time to refute or mitigate the charge.


Standards of Conduct


Positive expectations for work performance, conduct, and behavior.


Suspension


An employee’s absence from work, without pay, that an agency imposes as part of a disciplinary action.


Unacceptable Conduct/Misconduct


Employee conduct or behavior that is inconsistent with state or agency standards for which specific corrective or disciplinary action is warranted.

Workday


For purposes of suspensions without pay, workday is defined as eight (8) hours for non-exempt employees.  For exempt employees, a workday is comprised of the hours scheduled to work on a normal day.


Workweek


A fixed period of seven consecutive 24-hour periods which is established by the employer for each employee. It may begin on any day of the week and at any hour of the day; it need not coincide with the calendar week.  Full-time employees normally work a five-day, 40-hour schedule during a workweek.
3020.16.3 
ATTACHMENT A:  Examples of Offenses Grouped by Level
http://www.dhrm.virginia.gov/hrpolicy/attachments/pol1_60AttachmentASample OffensesByGroup.pdf
	Level of 
Offense
	Types of Offenses
Not intended to be all inclusive 
	Normal Disciplinary Action*
	Active Life from Issuance Date
	Effects of Accumulated Offenses

	Group I
	This level of offense generally includes offenses that have a relatively minor impact on agency business operations but still require management intervention.
Examples:  Tardiness; poor attendance; abuse of state time; use of obscene language; disruptive behavior; conviction of a minor moving traffic violation while using a state-owned or public use vehicle; unsatisfactory work performance. 
	First Offense:  Typically, counseling is appropriate although an agency has the discretion to issue a Group I Written Notice.
For Repeated Violations of  the Same Offense:  An agency may issue a Group II Written Notice (and suspend without pay for up to ten workdays) if the employee has an active Group I Written Notice for the same offense in his/her personnel file.
	2 Years
	Upon accumulation of three active Group I Written Notices an agency should normally suspend the employee for at least five workdays but may not exceed ten workdays.
The fourth active Group I Written Notice results in discharge, the agency may:  (1) suspend without pay for up to 30 workdays, and/or (2) demote or transfer with disciplinary salary action.

	Group II
	This level generally includes acts of misconduct of a more serious nature that significantly impact agency operations.
Examples:  Failure to follow supervisor’s instructions or comply with written policy; violation of a safety rule or rules (where no threat of bodily harm exists, leaving work without permission, failure to report to work without proper notice; unauthorized use or misuse of state property; refusal to work overtime.

	First Offense:
Group II Written Notice.  In addition to the Group II Notice, the agency has the option of suspending the employee without pay for up to ten workdays.

Second Offense:

Discharge.  In lieu of discharge, the agency may:  (1) suspend without pay for up to 30 workdays, and/or (2) demote or transfer with disciplinary salary action.
	3 Years
	The second Group II or a Group II in addition to three active Group I Written Notices normally results in discharge.  In lieu of discharge, the agency may:  (1) suspend without pay for up to 30 workdays, and/or (2) demote or transfer with disciplinary salary action.

	Group III
	This level generally includes acts of misconduct of a most serious nature that severely impact agency operations.
Examples:
Absence in excess of three workdays without authorization; falsification of records and/or any misuse or unauthorized use of state records; willfully or recklessly damaging state records/property; theft or unauthorized removal of state records/property; abuse or neglect of clients; gambling on state property or during work hours; physical violence; threatening others; violating safety rules (where threat of bodily harm exists); sleeping during work hours, participating in work slowdown; unauthorized possession of weapons; criminal convictions for illegal conduct occurring on or off the job that clearly are related to job performance or are of such a nature that to continue employees in their positions could constitute negligence in regard to agencies’ duties to the public or to other state employees.
	First Offense:
Written Notice and discharge.  In lieu of discharge, the agency may:  (1) suspend without pay for up to 30 workdays, and/or (2) demote or transfer with disciplinary salary action.
	4 Years 
	If the employee is not discharged upon the issuance of the Group III Written Notice, the employee should be advised that any subsequent Written Notice during the active life of the Written Notice may result in discharge.


*Note that in certain extreme circumstances, an offense listed as a Group II Notice may constitute a Group III offense.  Agencies may consider any unique impact that a particular offense has on the agency.  (For instance, the potential consequences of a security officer leaving a duty post without permission are likely considerably more serious than if a typical office worker leaves the worksite without permission.)  Similarly, in rare circumstance, a Group I may constitute a Group II where the agency can show that a particular offense had an unusual and truly material adverse impact on the agency.  Should any such elevated disciplinary action be challenged through the grievance procedure, management will be required to establish its legitimate, material business reason(s) for elevating the discipline above the levels set forth in the table above.

Also, and agency may always mitigate discipline if circumstances compel a reduction in the level to promote the interests of fairness and objectivity.  However, management should be mindful to treat similarly situated employees in a like manner.

Finally, violations of Policies 1.05, Alcohol and Other Drugs, 2.30 Workplace Harassment, or 2.05 Equal Employment Opportunity, may, depending on the nature of the offense, constitute a Group I, II, or III offense.  

3020.16.4

www.dhrm.virginia.gov/statefrm/writtennotice.doc Form 129-01-004 (Revised 08/14/12)

Written Notice
Section I

Employee’s Name __________________________________________________   Agency ___________________________


Offense Date(s) _____________ Issued Date_________________  Inactive Date*____________

Issued by:_________________________________________________________________________

                                Print name                                  Title                                        Signature

Section II - Offense

Type of Offense:  Check one and include Offense Category (See Addendum for Written Notice Offense Codes/Categories)

         ( Group I _______________         (  Group II ______________                   ( Group III _______________

Nature of Offense and Evidence: Briefly describe the offense and give an explanation of the evidence.  (Additional documentation may be attached.)  Documentation attached?  Yes _____, # of pages _____;


No _____

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

Section III – Disciplinary action taken in addition to issuing written notice 
 FORMCHECKBOX 

Suspension from_____________ through ____________ Return to Work ________________   #Days Suspended **______

         

    Date


Date


         Date/Time

Transfer or demotion (check below as appropriate)

 FORMCHECKBOX 
Reduced Duties with _______% disciplinary pay reduction*** effective ________________










   Date

 FORMCHECKBOX 
Disciplinary Transfer – Same Pay Band with _____% disciplinary pay reduction*** effective ____________














         Date

 FORMCHECKBOX 
Demotion to lower Pay Band with ______% disciplinary pay reduction*** effective ____________________











          Date


New Role Title ________________New Position #_____________New Location____________________

 FORMCHECKBOX 

Termination __________________________

                                
 Effective Date

Section IV – Circumstances considered

Describe any circumstances or background information used to mitigate (reduce) or to support the disciplinary action above.

(Additional documentation may be attached.)  Documentation attached?  Yes _____, # of pages _____ 


No _____

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

Section V - Notice to employee

It is expected that the situation described above will be corrected immediately in accordance with the Standards of Conduct for employees and/or the performance measures outlined in your Employee Work Profile.  A Written Notice may be used in place of a Notice of Improvement Needed Form, and may affect your overall performance rating.   In the event that this situation is not corrected, or another offense occurs, you may be subject to further disciplinary action as outlined in the Standards of Conduct Policy.  If you wish to appeal this disciplinary action, you may do so under the provisions of the Employee Grievance Procedure within 30 calendar days of your receipt of this Written Notice.  For more information about the Employee Grievance Procedure contact the Department of Employment Dispute Resolution (DEDR) at (804) 786-7994, toll-free at 1-888-23-ADVICE (1-888-232-3842), by FAX at (804) 786-1606 or e-mail at www.edr.virginia.gov .
Section VI – Employee’s signature
Employee Signature________________________________________________________________
Date___________________

Your signature only acknowledges receipt of the notice and notes the date of receipt.  Your signature does not imply agreement or disagreement with the notice itself.  If you refuse to sign, someone in a supervisory position within the agency will be asked to initial the form indicating that you received a copy of the form and date of receipt.



 FORMCHECKBOX 
 Employee refused to sign/unavailable to sign
Witness Initials __________
Date _______________
Form 129-01-004 (Revised 08/14/12)

WRITTEN NOTICE OFFENSE CODES

	01
	Attendance/excessive tardiness

	02
	Leaving work without permission

	03
	Failure to report without notice

	04
	3 days absent without authorization

	11
	Unsatisfactory Performance

	12
	Uniform violation/personal grooming

	13
	Failure to follow instructions and/or policy

	14
	Safety rule violation

	31
	Violation of Policy 1.05, Alcohol and Other Drugs

	32
	Violation of Policy 1.80, Workplace Violence

	33
	Violation of Policy 2.05, Equal Employment Opportunity

	34
	Violation of Policy 2.30, Workplace Harassment

	35
	Abuse of state time

	36
	Obscene or abusive language

	37
	Disruptive behavior

	38
	Conviction of moving traffic violation while using a state vehicle

	51
	Unauthorized use of State property or records

	52
	Computer/Internet misuse

	53
	Failure to report misdemeanor (if required)

	54
	HIPAA violation

	55
	Fraternization with patient/inmate/client

	56
	Insubordination

	57
	Refusal to work overtime as required

	71
	Sleeping during work hours

	72
	Theft

	73
	Threats or Coercion

	74
	Falsifying records

	75
	Gambling

	76
	Criminal conviction

	77
	Damaging state property or records

	78
	Interference with state operations

	79
	Unlawful weapons possession

	81
	Patient/inmate/client abuse

	99
	Other (describe)


Employee receives original; department and HR receive copies.


3020.17 
Miscellaneous Issues 


3020.17.1
Commonwealth's Policy on Alcohol and Other Drugs

The Commonwealth of Virginia's Policy on Alcohol and Other Drugs prohibits the unlawful or unauthorized manufacture, distribution, dispensation, possession, or use of alcohol or other drugs in the workplace. The drug-free policy also prohibits an employee being impaired in the workplace due to the use of alcohol and other drugs. In addition, the policy entitles the Commonwealth to discipline any employee who has been convicted of violating any criminal drug law, and certain alcoholic beverage control laws governing driving while intoxicated.  When an individual becomes a state employee, he or she receives a summary of the Commonwealth's Policy on Alcohol and Other Drugs. The employee is asked to sign a notice acknowledging that he/she has seen a summary of the policy. The entire policy is available in agency Human Resource offices or at http://www.dhrm.virginia.gov/hrpolicy/web/pol1)05.html

3020.17.2 
Gifts, Gratuities, or Rewards

A state employee is in a position of public trust, and it would present a conflict of interest if he or she accepts gifts, gratuities, favors, or rewards for any services he or she performs in connection with state employment. It also is unlawful for employees to solicit, offer, or accept any money or any thing of value in exchange for an appointment or selection for a position at a higher salary grade, or special privilege with any state agency. If an employee violates this policy, he/she may be subject to disciplinary action under the Standards of Conduct Policy.

3020.17.3 
Intellectual Properties Policy

Danville Community College adheres to the policies of the Virginia Community College System (VCCS) relative to intellectual property, copyright issues, and revenue derived from the creation of intellectual property.  The VCCS policy determines ownership rights and responsibilities regarding intellectual property produced by a student and/or an employee of the VCCS.  The policy is found in the VCCS Policy Manual Section 12. http://www.vccs.edu/wp-content/uploads/2013/07/sec12.pdf  
The Vice President of Academic and Student Services and the Vice President of Financial and Administrative Services are the two individuals who are responsible for administering the intellectual property policies for Danville Community College.  Any questions or issues arising in the academic and student support services program area are the responsibility of the Vice President of Academic and Student Services.  Questions in any other area of the college (e.g., Information Technology) fall under the Vice President of Financial and Administrative Services and are addressed by that officer.  Should a faculty member, staff member or student question the decision of either one of these administrative officers, a campus committee, comprised of the two vice presidents and a faculty member selected by the Faculty Steering Committee, will hear the question concerning the administration of the intellectual property policy.  Should there be an appeal beyond the three-member committee, the college President will refer the issue to the Attorney General’s office, specifically the Assistant Attorney General who advises the Virginia Community College System.


3020.17.4 
Political Activity

State employees may not campaign for themselves or for anyone else during work hours, nor can they use state equipment or resources for political activities. Further, no employee is to be rewarded or discriminated against in any way for participating or not participating in political activities outside of the workday and work place. Before beginning any political activity, you should determine whether such activity violates the Virginia Conflict of Interests Act (Code of Virginia, §2.2-3100 and following).
The political activities of employees in state agencies that are funded in whole or in part by federal loans or grants are subject to the conditions of the Hatch Act, a federal law limiting political activities of government employees. If you are in a position that receives any federal funds, you may not:
1. Stand as a candidate for any public or political party elective office in a partisan election (one in which any candidate runs as representative of a political party whose presidential candidate received electoral votes in the preceding presidential election);

2. Directly or indirectly coerce, attempt to coerce, command, or advise a state or local officer or employee to pay, lend, or contribute anything of value for political purposes; or,
3. Use official authority or influence to interfere with, or to influence, the results of an election or nomination for office.
3020.18
Privacy of Records

Your personnel record, maintained by your employing agency, is the property of the Commonwealth.
The Virginia Freedom of Information Act (Code of Virginia, §2.2-3700 and following) provides that an employee may have access to information contained in his or her personnel records with the exception of reference letters and mental and medical records when the treating physician has indicated that a review of such records might be injurious to the employee's health. The contents of an employee's personnel file may be disclosed to third parties only as provided in the Virginia Freedom of Information Act, the Privacy Protection Act, and Policy 6.05, Personnel Records Disclosure.
If you apply for credit of any kind that will require a credit check or other investigation, you may give written authorization to the Human Resource office to release the needed information.

3020.19
Nepotism
The Code of Virginia (§2.2-3106) prohibits (as a conflict of interests) supervision by an employee of a member of his or her immediate family. Immediate family includes the spouse and any other person residing in the same household as the employee who is a dependent of the employee or of whom the employee is a dependent. (See the Conflict of Interests Act in the Code of Virginia, §2.2-3100 and following.)

3030
FACULTY


3030.1
Employment



A.
Employment of faculty is specifically guided by the following two 


points:



1.
Guidelines for Academic Preparation of Faculty; and,

2.
the VCCS-29  http://www.boarddocs.com/va/vccs/Board.nsf/files/9RHBD957E5B8/$file/VCCS-29_NormalMinimumCriteriaforEachFacultyRank.pdf .


See Section 3010.1, Checklist of Steps in the Hiring Process.
3030.2
Guidelines for Academic Preparation of Faculty
A.
For Associate of Arts and Science degree courses:
To teach courses that are usually applicable to Associate in Arts and Science degrees (usually the college-transfer programs), a person must possess a master's degree, including a minimum of eighteen (18) semester hours (or 27 quarter hours) of graduate work in the field of specialization for which courses are taught.  If the person teaches courses in more than one field of specialization, he/she would be expected to possess a minimum of eighteen (18) graduate semester hours (or 27 quarter hours) in each field of specialization for which courses are taught.

B.
For Associate of Applied Science degree courses:
To teach courses that are usually applicable to Associate in Applied Science degrees (usually the technical and semi-professional programs), a person is usually expected to possess a master's degree, including a minimum of eighteen (18) semester hours (or 27 quarter hours) of graduate work in each field of specialization for which courses are taught or possess a baccalaureate degree and professional competency in the area of specialization in lieu of the master's degree.  Such professional competency may include certificates, licenses, apprenticeships, and training in trade schools or special schools.  Persons holding only the baccalaureate degree, who are given initial appointments due to professional competency, are expected to actively seek the master's degree in their fields of specialization.

C.
For occupational certificate and diploma programs:
To teach occupational courses that are applicable to certificate and diploma programs (but may not be counted toward associate degree programs), a person must possess a baccalaureate degree or appropriate related occupational training and experiences in lieu of the baccalaureate degree.  This may include certificates, licenses, apprenticeships, and training in trade schools and spe​cial schools.  To teach the related academic subjects for students majoring in non-degree occupational programs, a person must pos​sess (a) master's degree, or (b) a minimum of a baccalaureate degree with a major in the teaching field and appropriate experiences in the occupational field (such persons are expected to be working on their master's degree).

NOTE:
For nursing faculty, the Virginia State Board for Nursing requires the following:

Every member of a nursing faculty shall hold a current license to practice as a registered nurse in Virginia.  The nursing faculty shall maintain professional competence through such activities as nursing practice, continuing education programs, conferences, workshops, seminars, academic courses, research projects, and pro​fessional writing.  The program director and a majority of the nursing faculty shall hold a baccalaureate degree, preferably with a major in nursing.  (Exceptions shall be by board approval, based on progress toward meeting requirements during the period for which the exception is requested.)

D.
For foundations and developmental preparatory programs:
To teach courses in the foundations and developmental preparatory programs a person is (a) usually expected to possess a master's degree with a major in the teaching field, or (b) in special cases a person may teach in the foundations and developmental programs with a baccalaureate degree with a major in the teaching field and related occupational and/or teaching experiences, but such persons are expected to be working on their master's degree.

3030.3
Promotion Policy
Promotion of faculty is guided by the minimum criteria for promotion stated on the VCCS-29.  The VCCS-29 can be viewed at http://www.vccs.edu/Portals/0/ContentAreas/PolicyManual/Sct3.pdf
3030.4
Due Process Guarantees
The following due process guarantees are excerpts from the VCCS Policy Manual.  These policies can be accessed from the Internet at http://cdn.vccs.edu/wp-content/uploads/2013/12/Sct32.pdf 
· Faculty Appointments, Original and Continuing Appointment Policy (3.4.0)

· Dismissal (3.12.2)

· Faculty Compensation (3.8)

· Faculty Evaluations (3.6)

· Faculty Grievance Procedure (3.13)

· Faculty Promotions (3.7)

· Faculty Sanctions (3.12)

· General Policies (3.14)  (Equal Employment and Affirmative Action Policy, Sexual Harassment, Illegal Substance Policy, Substance Abuse Policy, Sexual Misconduct Policy, Sexual Assault, Workplace Violence Prevention and Threat Assessment Policy Guidelines, Reporting Sexual Child Abuse or Neglect; Lactation; Political Activities and Public Office)
· Reduction in Staff for Faculty (3.11.1)

· Tenure (3.16)

3030.5
Salary Information:  VCCS Faculty Compensation Plan

This information is located in the VCCS Policy Manual.  It can be accessed from the Internet at http://www.vccs.edu.   Then click on Policy Manual - Table of Contents; Section 3, Human Resources.  Go to Section 3.8.10.

3030.5.1

Distribution of Faculty Salary Increases
The College utilizes the following system to develop a recommendation to the President regarding the distribution of faculty salary increases as appropriated by the General Assembly and allocated by the Virginia Community College System:

1.
The Vice President of Academic and Student Services provides initial salary information to the Faculty Steering Commit​tee.

2.
The Faculty Steering Committee members gather input from respective constituencies.

3.
The Faculty Steering Committee formulates, discusses, and approves a recommendation regarding salary distribution methodology for consideration by the full faculty (Faculty forum).

4.
Faculty approve a recommendation to the President.

5.
The President considers recommendation and makes final decision on salary distribution methodology.


3030.5.2

Teaching Overloads
A faculty member may be offered a teaching overload of not more than five (5) credit hours per semester, not exceeding ten (10) credit hours for pay per academic year (Fall and Spring Semesters).  Faculty members shall be considered as working an overload when they teach greater than thirty (30) credit hours or greater than forty (40) contact hours; in cases where the number of credit hours for a full teaching load falls below twenty-four (24) credit hours, a faculty member shall be considered as working an overload when he/she teaches greater than forty-eight (48) contact hours.  Where necessary contact hours shall be converted to credit hours at rates consistent with prescribed course hour conversions.  In addition, the College president has the authority to develop optional overload plans; such plans shall be developed in consultation with the faculty and must be approved by the Chancellor.  Extra pay for an overload shall be the rate of the faculty members’ nine-month salary multiplied by .015 for each overload credit hour.  Overloads shall be paid at the end of the academic year (Fall and Spring Semesters).  If separation occurs after only one semester in that academic year and an overload was taught in that semester, payment for the overload shall be at the end of that semester.  


3030.5.3

Computation of Overload Credits
Step 1.
Determine the number of credit hours taught during the academic year.

a.
For extra laboratory sections of a combined lec​ture/lab course.  For the purpose of workload compu​tation, the credit hours attributed to a laboratory section shall be determined by subtracting the number of lecture hours from the number of credits for the combined course.

Step 2.
Determine the number of contact hours.

Step 3.
Determine if the number of credit hours is 24 or more.  If so, go to Step 4.

a.
If credit hours are less than 24, determine if con​tact hours are more than 48.  If contact hours are less than or equal to 48, go to Step 3c below.

b.
If contact hours are greater than 48, note excess over 48--these are contact overload hours no matter what results from the computation in Step 3c below.

c.
Subtract 3 contact hours from load (or 48, whichever is smaller) for each credit hour required to bring credit load to the minimum of 24.

Step 4.
Calculate credit overload:

Credit overload = credit hours - 30

Step 5.
Calculate contact overload:

Contact overload = (adjusted contact hours - 40)




                + (contact hours in excess of 48)

Where:
Adjusted contact hours are the contact hours determined in Step 2 (or 48, whichever is less) after any adjustment called for in Step 3c.

And:
In the event the adjusted contact hours are less than 40, the first term of the sum shall be zero.  (The contact overload shall not be less than the contact hours in excess of 48.)

Step 6.
The overload, for overload payment is the greater of:

a.  credit overload or

b.  contact overload
           3

The rate of pay shall be determined by calculating the appropriate lec​turer rate for the faculty member's rank and experience:

Assistant Instructor - Lecturer I

Instructor - Lecturer II

Assistant Professor - Lecturer III

Associate Professor - Lecturer IV

Professor - Lecturer V

Extra pay for an overload shall be at the rate of the faculty member's nine-month salary multiplied by .015 for each overload credit hour.  (VCCS Policy Manual 3.6.3).

3030.6
Twelve-Month Administrative and Professional

Faculty Teaching Credit Courses

Twelve-month administrative and professional faculty may earn extra pay for teaching up to four (4) credit hours per semester, not to exceed eight (8) credit hours per fiscal year, for teaching assignments assigned beyond those that are required as part of their regular workload.  The college president will determine the positions eligible to receive extra pay for teaching credit courses and shall specify the teaching portion of those administrative or professional faculty member’s regular workload in the college faculty handbook or other appropriate publication.  Administrators involved in determining teaching loads (e.g., directors, division chairs, deans, and provosts) 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 at their institution.  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.  Such overload teaching shall be approved in advance by the president.  

3030.7
Summer School Notification by Faculty
Division deans shall survey faculty regarding interest in summer teaching by December 1.  Faculty members shall notify their respective division dean in writing no later than December 15 if they are unable to accept an instructional assignment within the employment criteria for the following summer session.  If a sufficient load is not available, a faculty member may decline to teach prior to the beginning of classes.  A faculty member's decision not to teach shall not be a part of the evaluation process.


3030.7.1
Summer Salaries
Summer school employment is a voluntary, temporary, and self-supporting activity within the Virginia Community College System.  State budget restrictions prohibit the allocation of twelve-month salaries or expenses or the indirect coverage of nine-month academic year expenses to the Summer Session.

Summer school salaries shall be based on the number of workload cred​its, which is lecture hours plus one-half laboratory hours.  The normal teaching load during the Summer Session shall consist of ten (10) credit hours.  Extra pay for overloads will be computed at lecturers' rates.  The maximum load for summer faculty is thirteen (13) hours or equivalent [ten (10) for normal load plus three (3) overload].  Because VCCS funding ratios presume seventy-five percent full-time faculty and twenty-five percent adjunct faculty, and since previous summer school funding has required a class average of sixteen (16), the institution will attempt to offer full pay for each class of at least fourteen (14) students.  The following procedures will be employed to calculate summer salaries for full-time nine-month faculty:

1.
One semester credit hour rate = 1/15 X 16.5/39 X .95 X the previous year's salary.  (The rate of pay for new faculty during the Summer Session shall be five (5) percent less than the permanent annual salary proposed for the coming year.)

2.
The normal maximum full-time faculty load is ten (10) hours or the equivalent (see above).

3.
Faculty may be given the option of teaching a course during the Summer Session at a proration (based on 13.5) of the normal summer salary rate when that course does not have an enrollment of at least fourteen (14) students.

4.
Pay for overloads will be at lecturers' rate based on class size [dependent on fourteen (14) students or less].

The College president has authority to develop optional summer pay plans which

1.
Compensate faculty at a proration of the normal summary salary rate when a given course notes not meet minimum enrollment standards as defined by the College; and

2.
Limit to less than ten (10) the maximum credit hour or equivalent assignment to be paid at the full-time faculty summer term salary rate. 

Optional plans shall specify any proration calculations to be used and any limitations to the maximum teaching assignment to be paid at the full-time faculty summer term salary rate.  Credit hours or equivalent taught beyond the limitations specified in the institutional plan shall be compensated at the adjunct rate.  Optional summer pay plans shall be developed in consultation with the faculty.

As a guideline, no more than seventy-five (75) percent of the credit hours taught at a college during the summer term should be paid at the full-time faculty summer term salary rate. 


3030.7.2

Summer Salary Payment Schedule
The summer salary payment schedule will not necessarily conform with the regular semi-monthly payments on the dates of the first and sixteenth of each month.  A schedule of summer pay dates will be distributed at the beginning of the summer session each year.


3030.7.3

Summer School Salary Deduction
Since summer school employment is a temporary appointment, there shall be no deductions for retirement, life insurance, nor health insurance (nor any credit for additional salary to the person's retirement or insurance accounts).  Each faculty member should arrange for summer deductions through the Business Office.

3040

PROFESSIONAL DEVELOPMENT

The employees at Danville Community College are the principal strengths of the College.  These strengths merit constant cultivation and enhancement through a professional development plan that will enable the College to continue to meet the changing needs of its service region.

Among the factors which govern the success of any professional development plan are individual initiative, acceptance of opportunity, and commitment of appropriate financial resources.  Management responsibilities include commitment to the program, allocation of resources, sincere interest in and support for individuals undergoing training, and encouragement for those who are hesitant to expand their growth and development.

The Human Resources and Employee Development Committee (composed of faculty, staff, and administrators), along with the Vice President of Academic and Student Services, develop an annual plan for professional development (see Appendix B).  Each faculty member is encouraged to complete an Individual Development Plan as endorsed by the VCCS Professional Development Committee.

In order to foster the accomplishment of the basic educational mission of the College and promote and enhance the skills and knowledge of the faculty, the College also attempts to offer at least one professional development activity for each faculty member each year.  For additional information, see Educational Aid, Section 3500.

3050

CLASSES (Teaching Loads), OFFICE

HOURS, ADDITIONAL ACTIVITIES

3050.1
Faculty Responsibilities
The major emphasis shall be on teaching, by working with students in classrooms, laboratories, individual conferences, and related activities to help the students develop their interests and abili​ties to the fullest capacity to become better persons, bet​ter workers, and better citizens.  To accomplish this goal, the follow​ing work loads are expected of faculty.

3050.1.1

Classes
Faculty teaching loads during the academic year will include such combinations of day, evening, and weekend classes as the needs of the College require.  Twelve-fifteen (12-15) credit hours and fif​teen-twenty (15-20) contact hours per semester 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 one (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 three (3) laboratory hours equal one (1) credit hour or two (2) laboratory hours equal one (1) credit hour depending upon the nature of the course taught) or to a max​imum 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.

A faculty teaching load may also be adjusted by the College to take into consideration such factors as the use of instructional assistance, team teaching, the use of non-traditional instruction delivery systems, special assignments, and curriculum development.  Curriculum development should be primarily for the development of a new program or new course in a program and/or the complete revi​sion of an existing course or program.

Teaching load adjustments shall be expressed in terms of an equi​valent teaching load for the purpose of computing a faculty mem​ber's total teaching load.


  3050.1.2

Class Rolls
Tentative rolls will printed by faculty from the College’s web site prior to the first class meeting and daily for the first week of classes.  Under no circumstance is the faculty member to permit a student to enter or to remain in a class unless the student's name appears on the class roll.  Students whose names do not appear on the class roll should be sent to the Admissions Office immediately for clarification of their status.  

After the official count or census day of each enrollment period for semester hour credit courses, the faculty member will print from the College’s web site an official class roll.  This roll is to be checked carefully for errors.  The faculty member is then to sign the original class roster and return it to their respective division office.  After this official class roll is received, a faculty member will neither add a student to the roll nor drop one from the roll unless he/she receives notice to do so from the appropriate office.  This class roll is the faculty mem​ber's certification that the enrollment is complete and accurate and reflects the status of students enrolled in the class.

The faculty member's grade book should contain an accurate record of the student's attendance, grades, and final semester grades.  Final grades will be recorded by individual instructors to each student's permanent record through PeopleSoft.

3050.1.3

Office Hours
To promote the availability of faculty to work with individual students, all full-time faculty members are required to post on or near their office doors a minimum of ten (10) hours per week as office hours to be available to work with students on their individual academic and occupational problems.  All part-time faculty are required to provide for student advising and related activities.  Each part-time faculty member shall ensure that all students have been informed of the contact details including location and time.

For faculty teaching during the summer session, two office hours per every three-credit course will be scheduled each week with a maximum of six office hours per week.  Office hours should be scheduled throughout the week and not scheduled all on the same day when the instructor has class scheduled.
3050.1.4

Class Preparation Time
Faculty members will spend 15-30 hours per week for lesson preparation, evaluation of student work, and professional and community activities.

3050.1.5

Faculty Meetings
Faculty meetings are as much a part of each faculty member's profes​sional responsibilities as teaching classes, holding office hours, preparation, and student advising.  All faculty are expected to attend faculty meetings.  Faculty meetings are generally held each month.  Recommendations voted on at these meetings are actions taken by the Faculty Forum.

3050.1.6

Additional Activities
Faculty responsibilities include committee work, student activi​ties, community activities, student advising, and professional activities.

3050.1.7

Professional Activities and Contributions
In addition to teaching effectiveness, faculty are expected to engage in and contribute toward the good of the College and its community.  This requires that faculty members maintain current competence in their disciplines or specializations and that they share their expertise, time, and talents with the larger college community.  Performance in this category will be measured not only by membership or affiliation, but also by the quality of the contributions made by faculty members toward these endeavors.  Such activities may include but are not limited to:

a.
Membership and activity in professional development activities and civic organizations (general and/or specialized organizations at the local, state, and/or national levels);

b.
The accomplishment of important professional development activities that may or may not be part of an individual professional development plan;

c.
Attending and participating in professional conferences; workshops, and meetings;

d.
Keeping current regarding developments in education and industry.

e.
Participating in business or industrial activities related to professional field;

f.
Participating in college and state-level professional development activities;

g.
Being active in college and Systemwide committees;

h.
Engaging in writing speeches and reports and in consulting;

i.
Engaging in classroom-based research to improve teaching or in discipline-based research that may lead to publication;

j.
Sharing innovations in using instructional technology with colleagues in other colleges;

k.
Participating in the community service program at the colleges;

l.
Participating in local colleges advisory committees; and

m.
Contributing to community welfare and community development.

3060

SUBSTITUTE INSTRUCTORS

For brief illnesses or imperative personal reasons, faculty members who are colleagues of the one who will be absent for a short period of time will substitute for him/her as arranged by the division dean con​cerned.

For protracted illness or extended absence because of imperative per​sonal reasons, a temporary replacement will be procured by the Vice President of Academic and Student Services in the event that the instructor has not made provisions for making up his/her classes.

3070

PART-TIME FACULTY


Part-time teaching faculty teach less than full-time load and are employed on a temporary basis with the title of Lecturer.  They will be paid at an appropriate rate per credit hour per semester.  The rate will be set according to faculty member's qualifications for normal faculty rank (from Assistant Instructor to Professor).  For more information, consult the Lecturer's Handbook.

3070.1
Appointment of Part-Time Teaching Faculty
Part-time teaching faculty may be appointed on a permanent (annual) basis or on a temporary basis as described below.

Permanent Part-Time Faculty:  Upon recommendation by the President of the College, part-time teaching faculty who are employed on a permanent basis with regular annual appointments may be appointed at a faculty rank to which they are qualified and receive an appropriate salary computed proportionately for this rank.

Temporary Part-Time Faculty:  Part-time teaching faculty are appointed as temporary faculty and shall be granted the title of lecturer.

3070.2
Adjunct Faculty Teaching Loads
The normal teaching load for an adjunct faculty member should be no more than four classes per semester with a maximum load of twelve (12) workload credits for fall and spring semesters and eight (8) workload credits for summer sessions (12-12-8).  

Staff teaching classes as adjunct may only teach after 5:00 p.m. OR on Saturdays OR after permission is granted by their supervisor and fifteen (15) hours of annual leave is taken for every credit taught.

3070.3
Workload Credits for Part-Time Faculty
In order to provide part-time faculty members who teach lecture and laboratory courses with appropriate compensation, the following proce​dure for determining the workload credits for pay purposes is utilized:


Workload Credits = Lecture Hours plus 1/2 Laboratory Hours

3070.4
Part-Time Salaries
Part-time faculty will receive a salary based upon credit hours per semester for each course taught depending upon their qualifications and experience.


3070.4.1

Travel Payment for Adjunct Faculty
State Travel Regulations, Section 65.202 of the Commonwealth Accounting Policies and Procedures Manual states that “Commuting to and from work for any reason is not considered as travel status mileage and is not reimbursable.”

The only way additional compensation can be provided is to add steps on the “DCC Lecturer Salary Placement Form” (see page 53) to indicate demand in the field or competitiveness for instructors.  This form must be signed by the immediate supervisor and the Vice President of Academic and Student Services.

3070.5
Part-Time Faculty Evaluations
Lecturers shall be evaluated during the first semester of employment and following the initial evaluation, at least once during the fiscal year in which employed.  Copies of these evaluations will be placed in lecturers' folders and be given to them.

3070.6
Lecturer Orientation
There will be an orientation session held each fall and spring for part-time faculty.  All part-time faculty are expected to attend these ses​sions.  During other times of the year, Division/Department Deans will be responsible for acquainting their respective lecturers with the appli​cable operating policies, procedures, and regulations of the evening program.  All instructors should have in their possession a copy of the College Catalog, Student Handbook, a current Class Schedule, the Learn​ing Resources Guide, and a Lecturer's Handbook.

3070.7
Office Hours for All Part-Time Faculty
Part-time faculty are required to provide for student advising and related activities.  Part-time faculty may meet this requirement by: 

1.
Being available in the classroom the required number of office hours before and/or after the normal hours for the course if the classroom is available at such hours;

2.
Part-time faculty may have space in a group office room where desk or file drawer may be available to the part-time faculty member;

3.
Part-time faculty may share the regular office of a full-time member; and/or,

4.
Any other appropriate arrangement for part-time faculty office hours.

3070.8


    Danville Community College

Lecturer Salary Placement Form

Entry Level First-Time Faculty ONLY

1. Lecturer Base Pay (Using VCCS-29)  (Check One)
Please check the Column

from the VCCS-29 used:

a. Assistant Instructor
(Lecturer I)
_____

b. Instructor

(Lecturer II)
_____

c. Assistant Professor
(Lecturer III)
_____

[  ] 1
[  ]  3
[  ]  5

d. Associate Professor
(Lecturer IV)
_____

e. Professor

(Lecturer V)
_____

2. Experience

a. 
Total Years Occupational Experience



_____

b.
Total Years Occupational Experience Related to Teaching Field
_____

c. Total Years Related Occupational Experience Required for

Initial Appointment (See VCCS-29)





d.  Subtract 2-C from 2-B







_____


e.  Total Years Teaching Experience




_____

f. Total Years Teaching Experience Required for Initial




Appointment (See VCCCS-29)



_____


g.  Subtract 2-F from 2-E







_____


h.  Total Number of College Hours




_____


i.  Total number of College Hours required for Initial




Appointment (See VCCS-29)




_____


j.  Subtract 2-I from 2-H







_____

3. Step Calculation

a. Add one step for each two years in Line 2-D

(Not applicable if Columns 1 and 2 are used on the VCCS-29)
_____


b.  Add one step for each year in Line 2-G



_____


c.  Add one step for each 24 semester hours in 2-I (Max-2 steps)
_____

d. Steps for Demand in the field (Please attach explanation)

(Requires approval of the Vice President of Academic

and Student Services)





_____


e.  Total Steps [(3A + 3B + 3C + 3D) up to a maximum of 4]


_____

4.  Using the calculated steps insert beginning salary from lecturer’s scale

$____

5.  Appointment begins: 









APPROVAL(S)

Lecturer:







Date:

Dean:








Date:

Vice President of Academic and Student Servies (if required)



Date 

3080

RESIGNATION

Resignation should be formally initiated by letter addressed to the President of the College with copies to appropriate supervisors.  A “New Employee Orientation—Human Resources Checklist of Areas Covered Sheet” has been established by the Danville Community College and must be completed by the appropriate personnel when the employee is hired (see Section 3080.1).  An "Employee Separation Check Sheet" (see Section 3080.2) has been established by the College and must be completed by the appropriate personnel prior to the employee leaving the College.  

3080.1
  NEW EMPLOYEE ORIENTATION - HUMAN RESOURCES

CHECKLIST OF AREAS COVERED (Updated August 2011)
POLICIES REVIEWED, EXPLAINED (FOR ALL EMPLOYEES)

_____DRUG FREE WORKPLACE

_____ CHANCELLOR’S SAFETY STATEMENT AND GUIDELINES http://www.dcc.vccs.edu/AboutDCC/Security.htm 


PORTAL – EOP AND CONTINUITY PLAN

_____HOW TO REPORT ON-THE-JOB INJURY (WORKERS COMPENSATION) & RETURN-TO-WORK POLICY

_____PRIVACY NOTICE; NOTICE OF RIGHTS (VOSH, WC, FLSA, FMLA, EEO, USERRA); NOTICE OF 
CREDITABLE COVERAGE FOR MEDICARE PRESCRIPTION PLANS; ACA HEALTH INSURANCE 
MARKETPLACE COVERAGE

_____CONDITIONS OF EMPLOYMENT; BENEFITS; EMPLOYEE HANDBOOK

_____ COMMONHEALTH EMPLOYEE WELLNESS PROGRAM

_____ PARKING DECAL

_____ PHOTO ID BADGE

_____EMPLOYEE ID#

EXPLANATION/ENROLLMENT - BENEFITS (P-3 ONLY)

_____VRS-INCLUDING ENROLLMENT/DESIGNATION OF BENEFICIARY

_____ OPTIONAL RETIREMENT PLAN (FACULTY & ADMINISTRATORS)

_____HEALTH BENEFITS/ANTHEM; MAIL-IN PHARMACY 90-DAY SUPPLY

_____FLEXIBLE REIMBURSEMENT ACCOUNTS -  MEDICAL/DEPENDENT CHILD CARE

_____VSDP – NOT AVAILABLE TO ORP PARTICIPANTS

_____OPTIONAL INSURANCE PLANS – LIFE INSURANCE; LONG-TERM CARE INSURANCE

_____DEFERRED COMPENSATION 457/CASH MATCH – ING

_____TAX-SHELTERED ANNUITY 403(b) – TIAA-CREF; ING; OR VALIC

_____ CREDIT UNION

_____ VACATION TRAVEL PROGRAM www.traveltci.com
_____ 20% BOOKSTORE DISCOUNT

_____ FREE TUITION FOR DCC CLASSES; LIMIT OF 6 CREDITS/SEMESTER DURING WORKING HOURS

RECORDS NEEDED FOR FILE (ALL EMPLOYEES)

_____DHRM POLICY 1.75 USE OF THE INTERNET AND ELECTRONIC COMMUNICATIONS SYSTEMS

______DHRM POLICY 1.35 EMERGENCY CLOSINGS & DCC POLICY 3200.14 EMERGENCY CLOSINGS – DCC 
ALERT

_____DHRM POLICY 1.80 WORKPLACE VIOLENCE

_____DHRM POLICY 4.52 PUBLIC HEALTH EMERGENCY LEAVE

_____DHRM POLICY 2.30 WORKPLACE HARASSMENT

_____HEALTH CLEARANCE FORM

_____EMERGENCY CONTACT INFORMATION

_____TAX FORMS (STATE AND FEDERAL)

_____DIRECT DEPOSIT & PAYLINE

_____EMPLOYMENT ELIGIBILITY VERIFICATION (I-9)
_____CHILD SUPPORT ENFORCEMENT

VERIFICATION OF RECEIPT OF MATERIAL

The above material was reviewed with me, and any questions I had about them answered.  I will read the handouts and Handbook, and comply with the provisions.  If I have further questions, I will ask my supervisor or Human Resources.  This checklist will be placed in my Personnel File as a record of this fact.

__________________________________________________________                           ________________________

Employee Signature                                                                                                            Date

EMERGENCY CONTACT INFORMATION
Contact Name ________________________________________________________________________________

Relationship __________________________________________________________________________________

Phone # ______________________________________________________________________________________
3080.2

DANVILLE COMMUNITY COLLEGE
EMPLOYEE SEPARATION CHECK SHEET

Name ________________________________________________  Date of Separation __________________

1. Supervisor

Office/Classroom Equipment

Laptop or other portable devices


Photo Badge, Parking Decal and Keys returned (desk, files)

Small Purchase Charge Card returned to Ruth Whitt ______________________

Grades submitted


Textbooks returned
                                                ______________________________________________






Signature of Supervisor

    Date

2. Learning Resources Center


Materials returned






                                                                           ______________________________________________






Signature of Library Staff         
      Date

3. EEO Office


Exit Interview completed (Employee’s Option)
_______________________________________________

                                                        Signature of EEO Officer                               Date

4. Maintenance Department


Office & Building keys returned
                                          ___________________________________________________

                                                    Signature of Maintenance Manager                  Date

5. Business Office


Benefit Options


Address Change


Leave Slips


Separation check sheet turned in

Delete Computer Access

Tag I9 Form for deletion


AP Notification of Cardinal Update

                                       ____________________________________________________





Signature of HR Officer              

      Date

Effective 02/24/87; Revised 07/01/04; 08/20/09;06/25/10;09/20/10;11/01/11; 08/15/14;11/20/15;01/29/16;07/17/17

DANVILLE COMMUNITY COLLEGE
PART-TIME EMPLOYEE SEPARATION CHECK SHEET

Name ________________________________________________  Date of Separation __________________

1. Supervisor
 FORMCHECKBOX 

Office/Classroom Equipment
 FORMCHECKBOX 

Laptop or other portable devices

 FORMCHECKBOX 

Photo Badge, Parking Decal and Keys returned (desk, files)
 FORMCHECKBOX 

Small Purchase Charge Card returned to Ruth Whitt ______________________
 FORMCHECKBOX 

Grades submitted

 FORMCHECKBOX 

Textbooks returned
                                                ______________________________________________






Signature of Supervisor

    Date

2. Learning Resources Center

 FORMCHECKBOX 

Materials returned






                                                                           ______________________________________________






Signature of Library Staff        
      Date

3. EEO Office

 FORMCHECKBOX 

Exit Interview completed (Employee’s Option)
_______________________________________________

                                                            Signature of EEO Officer

       Date

4. Maintenance Department

 FORMCHECKBOX 

Office & Building keys returned
                                          ___________________________________________________

                                               
  Signature of Maintenance Manager
                 Date

5. Business Office

 FORMCHECKBOX 

Address Change

 FORMCHECKBOX 

Separation check sheet turned in
 FORMCHECKBOX 

Delete Computer Access
 FORMCHECKBOX 

Tag I9 Form for deletion
 FORMCHECKBOX 

AP Notification of Cardinal Update
                                       ____________________________________________________






Signature of HR Officer

      Date

Effective 06/01/2017; Revised 07/17/2017
3090

OUTSIDE EMPLOYMENT


Faculty may engage in outside employment so long as it does not interfere with their work performance, or professional responsibilities to the College or create a conflict of interest as specified in the State Conflict of Interest policy.  

3100
PROFESSIONAL DUTIES AND CONSULTING


3100.1
Eligibility

a. This policy applies to full-time administrative, professional, and instructional faculty (including restricted faculty positions).

b. Adjunct faculty may be compensated for non-instructional services only through procedures governing wage employment or by contract.

c. Classroom instruction is not addressed by this policy.

3100.2
Opportunities Within the VCCS


a.
Without Compensation:

1.
Full-time teaching, administrative, and professional faculty may provide professional services such as consulting or conducting workshops to VCCS colleges and to the System Office as part of their employment contract with their current college.  These services shall be performed on an expense only basis.

2.
Faculty members must receive approval of the college president or designee in advance of performing such service.  Such approval may be withheld if the proposed services are perceived to interfere with the assigned responsibilities and duties of the individual.


b.
With Compensation:

1.
Compensation may be provided for professional services such as consulting or workshops to the VCCS colleges or the System Office under the following circumstances:

i.
Faculty members must receive approval of the college president or designee in advance of performing such service.  Approvals must be documented through a stipend agreement between the faculty members and the faculty member’s college or the System Office.  (See VCCS Form 14—page 57)  Such approval may be withheld if the proposed services are perceived to interfere with the assigned responsibilities and duties of the individual.

ii.
During Normal Work Hours:  If the services, including preparation time, are provided during normal working hours or at a time that does not otherwise create a conflict with work duties, administrative, professional faculty and teaching faculty members must take an appropriate amount of annual or personal leave (including leave to cover preparation time) from the System Office or the “home” college.
iii.
Outside of Normal Working Hours:  If the professional services, including preparation time, are provided outside of normal working hours, it will not be necessary for the faculty member to take annual or personal leave.


2.
Payment
i.
The rate of compensation will be negotiated directly between the faculty member and the System Office or the college receiving the proposed services.
ii.
All payments for professional services may be paid through stipend.  Payment for professional services may be made by vendor contract only when the contract amount does not exceed $500 in order to comply with the State and Local Government Conflict of Interest Act.
iii.
All payments exceeding $500 will be made by stipend.  A stipend agreement must be completed prior to the provision of any services.  A copy of the stipend agreement between the faculty member and the college or System Office receiving services will be transferred to the “home” college or System Office for payment through payroll to the faculty member.  The stipend will automatically become an addendum to the faculty member’s employment contract.

3100.3
Stipend

Purpose:  Stipends are only to be used in conjunction with Policy 3100 Professional Duties and Consulting; all provisions of that policy must be met.  A stipend provides a method to pay eligible faculty for their provision of professional services such as consulting or conducting workshops as needed by a college or the System Office.  A stipend agreement must be entered into between the faculty member and the college or System Office receiving services.  Once entered into, such agreement becomes an addendum to an employee’s VCCS employment contract and the actual stipend is paid through payroll where the faculty member is employed full time.

3100.4
Procedure

a.
A stipend agreement, which will include a detailed description of the professional services to be provided, the amount of the stipend, the expected completion date and the signatures of all parties, must be completed and approved before the faculty member provides any professional services.

b.
All stipends must be approved by the “home” college president or Chancellor or his designee.

c.
No payments will be made to any faculty member until after he/she has fully performed the professional services agreed to in the stipend agreement or all of the conditions of the stipend agreement have otherwise been met.
3100.5
Stipend Agreement (See page 61)
                                           Stipend Agreement                       VCCS-14
Provider of Service

	Name: 
	Social Security No.

	Home Address:

	

	Phone:  Work
	Home

	Home Community College/System Office:

	Current Position:


User of Service

	Community College/System Office:

	Contact Person:
	Phone Number:

	Description of Service—include the following:  Work/duties to be performed and location where Service will be performed



	Date of Service:
	Amount of Payment:
	Account to Charge:


Authorizing Signatures

	By signing below I agree that this stipend agreement is an addendum to my employment contract and the actual amount of payment will be paid to me through payroll.
	
	Home College/System Office Approval

	
	
	

	Signature                               Date

Provider of Service
	
	Signature                                   Date

President/Chancellor or Designee

	
	
	

	User of Service


	
	

	Signature                                Date

Individual with Budget Authority
	
	


3110

ACADEMIC FREEDOM AND 

RESPONSIBILITY


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 subjects, but should be careful not to introduce teaching matters which 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 responsibility to society and to their profession by manifesting academic competence, professional discretion, and good citizenship.  When they speak or write as a citizen, they will be free from institutional censorship or discipline, but their special position in the community imposes special obligations.  As professional educators, they must remember that the public may judge their profession and their institution by their utterances.  Hence, they should at all times be accurate, exercise appropriate restraint, show respect for the opinions of others, and make every effort to indicate that they are not an institutional spokesperson.

3120

PROFESSIONAL ETHICS


Faculty, guided by a conviction of the worth and dignity of the advancement of knowledge, recognizes the special responsibilities placed upon them.  Their primary responsibility to their subject is to seek and to state the truth as they see it.  To this end, they devote their energies to developing and improving their scholarly competence and feel the obligation to exercise critical self-discipline and judgment in using, extending, and transmitting knowledge.  They practice intel​lectual honesty.  Although they may follow subsidiary interests, these interests must never hamper or compromise their freedom of inquiry.

As teachers, faculty encourage the free pursuit of learn​ing in their students.  They hold before them the best scholarly standards of their discipline.  They demonstrate respect for the student as an indi​vidual and adhere to their proper role as intellectual guides and counselors.  They make every effort to foster honest academic conduct and to assure that their evaluation of students reflects their true merit. They respect the confidential nature of the relationship between faculty member and student.  They protect their academic freedom.

As colleagues, faculty have obligations that derive from membership in the community of scholars.  They respect and defend the free inquiry of their associates.  In the exchange of criticism and ideas, they show due respect for the opinions of others. They acknowledge their academic debts and strive to be objective in their professional judgment of colleagues.  They accept their share of faculty responsibili​ties for the academic governance of their institution.

As member of their institution, they seek above all to be effective teachers and scholars.  They  observe the stated regulations of the institution, watch that they do not contravene academic freedom, and maintain their right to criticize and seek revision, while recogniz​ing that the rights of others should not be abridged.  They regulate the scope and character of their interests outside their institution with due regard to their responsibilities within it.

3130
 
POLICY AND PROCEDURE FOR 

EVALUATION OF COLLEGE PERSONNEL HOLDING FACULTY RANK 


3130.1
Purpose

The purpose of this document is to provide minimum standards for the evaluation procedures for all College personnel holding faculty rank.  The procedures described herein address themselves to evaluation as it relates to such matters as the development and the improvement of the professional performance; and the promotion, retention, and salary of those being evaluated (including merit pay).

3130.2
Definitions 

I.
Evaluation - Evaluation is the process whereby the performance and competence of a person holding faculty rank are systematically examined and compared with established criteria.

II.
Position Description - A position description is the written description of the scope and responsibilities of a position or group of positions held by personnel holding faculty rank within the College.

III.
Criterion - A criterion is the standard, rule or test on which a judgment or decision can be based.

IV.
College Plan - A college plan is a detailed plan of evaluation prepared by each college in accordance with standards established by the State Board of Community Colleges.

V.
Application - The procedures described herein shall apply to all College personnel holding faculty rank.

VI.
Merit Pay - Merit pay is designed to provide incentive for faculty members to improve professionally and to aid the College in meeting its educational mission.  The plan should be easy to implement, impartial in its application, and based on faculty members' annual evaluations.

3130.3
Frequency and Timetable 

During the initial year of employment, two formal evaluations shall be completed on or before January 31 and May 1 of the appropriate period respectively.  All evaluation data shall be compiled since the time of the last evaluation.  During the second and subsequent years of employment, one formal evaluation shall be completed on or before May 1 of the appointment period.  All evaluation data shall be compiled during the academic semester preceding the date of evaluation completion.

Lecturers shall be evaluated during the first semester of employment and, following this initial evaluation, at least once during each fiscal year in which employed (effective 9/16/75).
3130.4
Record Development and Access

The staff member being evaluated shall have the right to examine all written demonstrative evidence utilized in the development of the evaluation.  The staff member may also place into the record any comments concerning his/her evaluation, including a rebuttal, which shall become a part of his/her record.

3130.5
Appeal

Non-administrative faculty members may appeal the results of their evaluation through the Faculty Grievance Procedure.  The administrative faculty members may appeal the result of their evaluation through administrative channels.

3130.6
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 Statement of Academic Freedom and Responsibility adopted by the State Board of Community Colleges on January 29, 1969.

3130.7
General Criteria

Evaluation of each faculty and administrative position shall include, but not be limited to, the following:

1. Effectiveness in the performance of the tasks delineated in the appropriate position description.

2. Effectiveness in establishing and maintaining positive professional relationships with colleagues, supervisors, students, and the community.

3. Effectiveness in maintaining a current competence in the particular discipline or field of specialization.

4. Adherence to policies, procedures, and regulations of the College and the Virginia Community College System.

Where additional criteria are considered, they are stated in appropriate subsections following in the College Plan.

3130.8
Professional Development and Relations

As a part of all staff evaluation procedures, The Normal Minimum Criteria for Each Faculty Rank will be reviewed with each staff member to clearly define the expectations and requirements to the VCCS and Danville Community College, and each staff member will be given an opportunity to record and assess the impact of arbitrary administrative actions and/or outside pressure. 

3130.9
Evaluation Format and Review Statement


This section outlines the scope and procedures to be followed in personnel evaluation at Danville Community College.  Each personnel component, having been allowed to develop its own emphasis and technique, will appear somewhat distinct.  However, all areas meet the expressed standards and procedural safeguards approved by the State Board for Community Colleges on January 16, 1974.  This plan shall be reviewed, revised (if required) and/or reaffirmed annually by faculty vote during the Spring Semester beginning the Spring of 1975.

All faculty evaluations of those employees holding faculty rank shall involve an evaluation conference and a written report signed by the evaluators and evaluates and submitted through channels to the President for inclusion in personnel folders.
3130.10
Evaluation of Administrative Personnel 

Administrators holding faculty rank, exclusive of student services personnel and librarians, shall be evaluated by their supervisors in terms of the general aforementioned criteria.  Written evaluations will be conducted at least once every three years.

Danville Community College utilizes upward evaluations of administrative personnel as a means of affirming strengths and identifying areas where a supervisor’s performance can be improved.  Participation in this process is voluntary.  For a copy of the form, see http://www.dcc.vccs.edu/Documents/Documents.htm
3130.11
Evaluation

Based on the evaluation process specified in the DCC Policy Manual, I submit the following evaluation of _______________________________________________________________






(name)
1. Effectiveness in function:

2. Effectiveness in establishing and maintaining positive professional relationships:

3. Effectiveness in maintaining current competence in teaching field:

4. Adherence to policies, procedures, and regulations of the College and VCCS:

SUMMARY COMMENTS:

SUMMARY EVALUATION:

Excellent  
 Very Good  
 
   Good  
 Fair   
Unsatisfactory

Signed:

Supervisor

I have been given the opportunity to discuss this evaluation with my supervisor and have been given a copy for my files.  Criteria for promotion have been discussed with me by my supervisor.

My comments are:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed:

(Effective January 1985)

MEMORANDUM

TO: 
Division Dean or Director

As a part of the evaluation process, I am certifying that official transcripts for

coursework I've completed and want to have considered as part of my evaluation are in my personnel folder.  I have taken the following courses since my last evaluation conference:

COURSE TITLE(s)       
    INSTITUTION 

CREDITS (SEM/OTR)
I wish to make a record of the following professional activities, college committees, and other sponsorships or activities germane to my evaluation for inclusion in my personnel folder:

ACTIVITY (List or briefly describe.)

Date                    


Signature

3130.12
Evaluation of Student Services Personnel 

(Exclusive of Vice President)
DANVILLE COMMUNITY COLLEGE

INSTRUCTIONS FOR COMPLETING

STUDENT PERSONNEL MEMBER EVALUATION FORM

Each person completing this form should sign it in the appropriate place.  When the ratings unsatisfactory or excellent are checked, they should be fully explained under the "Summary Comments" section.

DEFINITIONS

1.
Effectiveness in function.
This category should indicate how effectively the person plans his/her time, carries out assigned responsibilities, requires supervision, handles situations under pressure, gets along with co-workers, and how his/her efforts add or detract from the total effort of the department.

2.
Effectiveness in establishing and maintaining positive professional relationships. This category should include criteria such as interest in students, understanding students, personal regard for students as shown by being on time for appointments, courtesy, enthusiasm, sensitivity, and professional ethics.  Effectiveness as a member of the College, who faculty and staff know personally and seek out whenever necessary.  Awareness of the purpose and function of the College, general efficiency in the College operation, and interest in the College and in the efforts to improve it.

3.
Effectiveness in maintaining current competence in teaching field:
Additional coursework at the graduate level; participation in College affairs; attitude; and any other activity which will increase the ability of the Student Personnel member and his/her value to the College.  The need for a particular activity and the instructor's opportunity to take advantage of a particular activity should be considered.

4.
Adherence to policies, procedures, and regulations of the College and the VCCS: The effectiveness in interpreting and complying with the rules and regulations set forth in the DCC Policy Manual and the Virginia Community College System Policies and Procedures Manual.
3130.13
Evaluation of Full-time Teaching Faculty
All teaching faculty in Arts and Sciences, Business and Engineering Technologies, Student Success and Academic Advancement, and Workforce Services are evaluated by the DCC Full-time Teaching Faculty Development and Evaluation Plan, http://www.dcc.vccs.edu/Documents/DCC%20Teaching%20Faculty%20Development%20and%20Evaluation%20Plan.pdf  which is based on guidelines established by the VCCS and in the VCCS Policy Manual, Section 3.6, http://www.boarddocs.com/va/vccs/Board.nsf/Public#  
Four domains of faculty performance are included in the VCCs Teaching Faculty Development and Evaluation process:

1.
Teaching:  Creating a learning environment that facilitates students’ acquisition of knowledge and skills in a subject (i.e., instructional design, instructional delivery, instructional effectiveness, and instructional expertise). 
2.
Scholarly and Creative Engagement:  Activities specifically associated with the faculty member’s formally recognized area of expertise.

3.
Institutional Responsibility:  Performing assigned or presumed duties according to one’s role at the College.  These activities support and advance both the mission of the VCCS and the College to enhance the effective functioning of the College—including the business processes (i.e., advising students, adherence to college and VCCs policy, collegiality, administrative duties, department supervision or assigned college community leadership duties, additional duties as assigned).  If an activity does not otherwise fit into Teaching, Scholarly and Creative Engagement, or Service, and the activity is job related, then it should be counted in the Institutional Responsibility domain.
4.
Service:  For the service domain, service is the quality participation and commitment to students, college and/or community organizations.  Participation in these activities is not done for extra compensation, but is an expectation of one’s activities as a professional educator.  Service activities are divided into three categories:  college representation, college citizenship, and community citizenship.  Activities in this domain are differentiated as follows:

a.
College Representation:  Service activities that involve a direct connection between the faculty member who engages in the specific activity, and his/her position at the college.
b.
College Citizenship:  Service activities that are in support of college or VCCS initiatives in which the participant is not in a leadership role for the activity.
c.
Community Citizenship:  Service activities that are indirect in which the employee is acting as a community resident who also happens to be a college employee.

Evaluation data will come from student, supervisor, and self-evaluation sources.  Peer evaluation data is strongly encouraged.  Evaluation contact will include the four performance domains, progress on the annual performance and development objectives from previous years, elements in the faculty member’s job description, and other factors as appropriate (e.g., release time work, temporary duties, additional administrative or professional duties, etc.).  Faculty must meet expectation in all four performance domains to receive a “meets expectations” rating.

All faculty members are required to establish annual goals in consultation with their respective dean/supervisor.  These objectives will be related to one or more of the four performance domains.  Each faculty member and supervisor will have an annual discussion on the progress and completion of agreed upon performance and professional development objectives.  Progress on objectives will be used in evaluations at the time of contract renewal.

Timetable

The evaluation process will operate on an annual calendar year cycle.  Decisions regarding continued appointments will be made by March 15th for faculty members who are on probationary first-year, second-year, and third-year contracts, and January 15th for faculty members on multi-year contracts and other faculty.  To meet the provisions of this policy, all first, second, and third-year faculty must receive their pay on a 24-pay disbursement cycle.

i.
First-year faculty will be evaluated during each of the first two semesters of employment (exclusive of summer term).

ii.
Second and third-year faculty members (and any other faculty members operating under a one-year appointment) will be evaluated once per year, near the end of the calendar year.

iii.
Faculty working under a multi-year appointment will only participate in the full evaluation process in the final year of the multi-year appointment.  During the intervening years of a multi-year appointment, faculty members will develop annual personal and professional development plans in collaborating with their supervisors.  The results of the annual personal and professional development plan and all performance over the multi-year appointment will be considered in the multi-year renewal evaluation.  

Continuation Decisions
First-year faculty who receive a “does not meet expectations” rating in either semester will not be continued; however, they may be allowed to complete their employment contract period.  They may continue to teach or be reassigned at the discretion of the president for the spring semester, but must be notified by March 15th that they would not be reappointed for the following academic year.

Second and third-year faculty who receive a “does not meet expectations” rating will not be continued.

Multi-year faculty who receive a “does not meet expectations” rating will have their evaluation documents further reviewed by the Ad Hoc Appointment Advisory Committee.  The President will consider the input of the supervising Vice President, and the recommendation of the Ad Hoc Appointment Advisory Committee when determining whether or not to grant a multi-year appointment.

3200

LEAVE


3200.1
Annual Leave (Vacation)



3200.1.1  

Classified Employees

Annual leave accrues at the end of the day on the 9th and the 24th of the month, the end of each pay period. It is credited to the employee and available for use on the first day of the next pay period. An employee must have worked or have been on paid leave for the entire pay period in order to accrue annual leave. 

	Years of Service
	Semi-Monthly Accrual Rate
	Maximum

Carryover Limits
	Maximum Payment Limits

	Under  5 years
	4 hours
	192 hours (24 days)
	192 hours (24 days)

	5–9 years
	5 hours
	240 hours (30 days)
	240 hours (30 days)

	10–14 years
	6 hours
	288 hours (36 days)
	288 hours (36 days)

	15-19 years
	7 hours
	336 hours (42 days)
	288 hours (36 days)

	20-24 years
	8 hours
	384 hours (48 days)
	336 hours (42 days)

	25 years or more
	9 hours
	432 hours (54 days)
	336 hours (42 days)


Unused accrued annual leave may be paid to the employee when he or she separates from state service and in cases of certain changes in status as outlined in this policy. The chart above shows the maximum amounts of accrued annual leave that may be paid.

Unused accrued annual leave may be carried forward from one year to the next (on January 10).  Any excess over the maximum carryover limits must be approved by the President and used by July 9.

Exception: Agency heads may grant an exception to the limit of accrued annual leave that may be carried over into the next year when employees have not been allowed to use their leave because of agency work demands over a substantial period of time. Such exceptions should be given in writing and should indicate the timeframe during which the employee must use the additional leave time.
Exception: Agency heads may grant an exception to the maximum annual leave payout for separating employees who are unable to use previously requested annual leave because of an on-the-job injury that renders them permanently disabled.



3200.1.2  

Agency Approval

Employees must request and receive approval from their supervisors to take annual leave. Employees should make their requests for leave as far in advance as possible. When practical, and for as long as the agency's operations are not affected adversely, an agency should attempt to approve an employee's request for annual leave. However, supervisors may deny the use of annual leave because of agency business requirements. Approval of leave may be rescinded if the needs of the agency change. Written (including e-mailed) requests and approvals for annual leave are recommended to provide documentation.
If an employee could not have anticipated the need for a leave of absence, the employee should request approval for the leave as soon as possible after leave begins. In reviewing the request for approval, the agency should consider all relevant matters, including 

· the circumstances necessitating leave, 
· whether the employee should have anticipated the need, and 

· the promptness with which the employee contacted the agency. 
Agencies may establish additional procedures consistent with this policy. Employees should request leave in compliance with their agencies’ procedures. Leave not requested in accordance with agency procedures may be denied.
When terminating employment or when moving from an administrative or professional position to a nine-month position, an employee shall be paid for only the maximum leave allowed by policy.

All annual leave in excess of the maximum allowed may be carried over beyond January 1 of each year with the President’s approval.  If approved, the excess leave must be used by July 9 of the same calendar year.  This applies only to classified staff and administrators on the traditional annual leave plan.  



3200.1.3  

Presidents, Administrative/Professional 




Faculty, 
and Twelve-month Teaching 





Faculty  Hired After January 1, 2007
Presidents, Administrative/Professional Faculty, and Twelve-month Teaching Faculty hired after January 1, 2007, will receive leave in accordance with the following chart:
	
	Up Front, Upon Hire
	Accrual Per Pay Period Worked
	Maximum Accrual Per Year
	Maximum Carry Forward Limit
	Maximum Payment Limit

	Presidents
	120 Hours

(15 days)
	10 hours
	240 hours

(30 days)
	240 hours

(30 days)
	240 hours

(30 days)

	Executives, Senior Administrators

	96 hours

(12 days)
	8 hours
	192 hours

(24 days)
	192 hours

(24 days)
	192 hours

(24 days)

	Administrators, 12-month teaching faculty
	84 hours

(10.5 days)
	7 hours
	168 hours

(21 days)
	168 hours

(21 days)
	168 hours

(21 days)


a.
For this policy, administrative/professional faculty positions are categorized as follows:
(1)
Executives:  Executive Vice President, Vice President, Provost, Executive Vice Chancellor, Vice Chancellor, faculty rank members of the Chancellor’s Cabinet, and Associate Vice Chancellors with State Board Responsibility.

(2)
Senior Administrators:  Assistant Vice President, Associate Vice President, Assistant Vice Chancellor, Dean, Campus Dean, Director.

(3)
Administrators:   Assistant Director, Associate Director, Coordinator, Assistant Coordinator, Administrative Officer, Counselor, Librarian, twelve-month teaching faculty

b.
“Up-front” leave will be granted on the effective date of employment.

c.
Leave accruals continue to increase per pay period; however, the total accrual is reduced to the maximum annual accrual each January 10.

d.
Upon termination, the compensation of unused annual leave shall be the current annual leave balance which may not exceed the person’s maximum payment limit.  The payment rate will be calculated by converting the annual salary to an hourly rate.  Grant-funded positions will be compensated for unused annual leave only if grant funds are available for this purpose.

e.
Administrative/professional faculty hired before January 1, 2007, will have a one-time option of electing to participate in the plan.  The decision to enter the plan is final and may not be reversed.  An administrative/professional faculty member hired before January 1, 2007, who accepts a higher level position in the System may retain the accrual and payout limits above or opt into the new system at the time of promotion.  


3200.1.4

Presidents, 










administrative/Professional 






Faculty, 
and 
Twelve-month 






Teaching Faculty Hired Prior to 





January 1, 2007

These employees have the choice of staying with the previous plan (see VCCS Policy 3.9.3.1) or choosing the plan listed in Section 3200.1.2.



3200.1.5

Other

a.
Annual leave shall not be provided to nine-month faculty.

b.
When terminating employment or when moving from an administrative or professional position to a nine-month teaching position, an employee shall be paid for only the maximum leave allowed by policy.

c.
Unless otherwise stated above, the accrual, use and transfer of annual leave credits shall be in accordance with policies and procedures of the department of human resource management. 
3200.2

Sick Leave (Traditional and VSDP), Personal Leave, 
and Family and Medical 
Leave
Sick leave protects employees against loss of pay when they must miss work because of illness or injury.  Sick leave may be used throughout the year for absences due to personal illness, injuries and preventive, well-patient doctor visits.  For an employee hired before January 1, 1999, the traditional State sick leave program applies unless he/she enrolled in the Virginia Sickness and Disability Program (VSDP).

Under the traditional program, sick leave is earned at the rate of five hours for each completed pay period by presidents, twelve-month administrative and professional faculty, twelve-month teaching faculty, and classified employees hired prior to January 1, 1999.  Nine-month teaching faculty shall accrue at the rate of four-and one-half (4-1/2) days per academic semester, awarded on the first day of each semester.

Payment for unused sick leave is made to classified employees with five (5) years of continuous state service and to faculty and presidents with five years of continuous service with the VCCS for 25 percent of accumulated leave.  The maximum payment will not exceed $5,000.  Earned sick leave permits a continuation of full pay during absences caused by illness or injury.  Within certain limits, full pay may also be continued for absences related to family illness or deaths.  Special benefits are available under the Workman’s Compensation Act for work-related injury or illness.

Under the Virginia Sickness and Disability Program (VSDP), permanent and restricted employees receive a total of 12-15 days of sick, family, and personal leave each year depending on length of service.  Unused leave does not carry forward to the new year.  There is no payment for unused leave when terminating state employment.  The program also provides short-term disability benefits with income replacement of 60-100 percent for a maximum of 125 workdays.  Following this period, long-term disability begins with replacement of 60 percent of compensation.  

Family Medical Leave provides eligible employees with up to 12 weeks of unpaid family or medical leave in a calendar year because of the birth of a child or the placement of a child with the employee for adoption or foster care, because the employee is needed to care for a family member (child, spouse, or parent) with a serious health condition or because the employee’s own serious health makes him or her unable to perform the responsibilities of his/her position.  This policy is administered in accordance with Department of Human Resource Management policies and procedures; however, the following shall apply:

a.
Intermittent Leave:  Intermittent leave must be taken on an hour-for-hour basis or planned as part of a reduced workload.  For a reduced workload, the difference between a full load and a reduced load would be charged to Family/Medical leave.  The reduction cannot exceed 12 workweeks or 480 hours.  A medical certification is required.  The work schedule must be approved by the division dean or other designated person.

b.
A community college may designate the use of accrued leave for absences covered by this policy as Family/Medical leave.  Other leave policies have not changed as a result of this policy.

The following is an amendment to the Family Medical Leave Act effective January 28, 2008.

On January 28, President Bush signed into law the National Defense Authorization Act for FY 2008 (NDAA), Public Law 110-181.  Section 585(a) of the N DAA amended the FMLA to provide eligible employees working for covered employers two important new leave rights related to military service:
(1)
New Qualifying Reason for Leave

Eligible employees are entitled to up to twelve (12) weeks of leave because of “any qualifying exigency” arising out of the fact that the spouse, son, daughter, or parent of the employee is on active duty, or has been notified of an impending call to active duty status, in support of a contingency operation.  By the terms of the statute, this provision requires the Secretary of Labor to issue regulations defining “any qualifying exigency.”  In the interim, employers are encouraged to provide this type of leave to qualifying employees.

(2)
New Leave Entitlement


An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service member who is recovering from a serious illness or injury sustained in the line of duty on active duty is entitled to up to 26 weeks of leave in a single twelve-month period to care for the service member.  This provision became effective immediately upon enactment.  This military caregiver leave is available during “a single twelve-month period” during which an eligible employee is entitled to a combined total of 26 weeks of all types of FMLA leave.

Leave slips for sick leave will be forwarded prior to the commencement of the leave when the need can be foreseen, such as scheduled medical appointments.

3200.3
Faculty Personal Leave Policy
Faculty electing to participate in 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 nine-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 four hours of leave.  Absences of more than one-half day shall be charged on a day-for-day basis (five days, forty 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 the faculty member at his/her discretion provided satisfactory prior arrangements have been made with the faculty member’s supervisor.  Personal leave is not intended for recreational purposes.  Unused personal leave shall be converted to sick leave accrual on July 1 following the academic year for which it was granted on an hour-for-hour basis.  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.

3200.4
Administrative Leave
It is the Commonwealth's objective to provide employees with paid leave to appear in court or related proceedings, to serve on state councils and other bodies, to resolve work-related conflicts, to participate in the resolution of complaints of employment discrimination, to attend administrative hearings, and to interview for other state positions.  This leave applies to all employees (faculty, administrators, and classified staff).

Administrative leave is not available for employees to appear in criminal proceedings, including depositions, in which the employee is a criminal defendant.  However, employees may use administrative leave when they receive a traffic summons.

Employees should request administrative leave from their supervisors as far in advance of the leave as practicable and in compliance with agencies' policies.

Employees may charge administrative leave only the time away from work that is necessary to appear at a court proceeding, to give a deposition, or to serve as a juror.  Employees' appearances at any of these events must be compelled by subpoena and summons.

Reasonable travel time is included in the actual time away from work that may be charged to administrative leave.

Employees may keep reimbursement expenses.  Employees who serve as Virginia circuit court jurors may retain fees given by the court as these fees are considered as reimbursement of expenses.

3200.5
Leave Sharing
Employees enrolled in the traditional sick leave program are allowed to participate in a leave-sharing program.  This policy allows an employee to donate annual leave to another employee who may need additional leave as a result of an illness or accident.  Donations shall be in the form of annual leave only.  Teaching faculty will be eligible to participate only as leave recipients since they do not earn annual leave. 
Employees covered by Policy 4.57, Virginia Sickness and Disability Program (VSDP), may request donated annual leave as described in this policy if the employee experiences leave without pay due to a family member’s illness or injury for which the employee is using Family and Medical Leave.
Donors do not have to retain minimum balances of personal sick or annual leave, nor is there a limit on how many hours of annual leave they may donate.  Donations to a recipient shall be made in eight-hour increments.

Employees wishing to receive leave must initiate such requests by contacting their Human Resource Office.  The Human Resource Office will then communicate the request to all potential donors, but will not reveal the identity of the requesting employee unless the employee gives his or her permission.  Recipients shall have no balance of personal leave and shall have been placed on leave without pay for ten consecutive work days (80 hours) per medical condition per 365-day period prior to being eligible to receive leave from a donor.

3200.6
Community Service Leave
All full-time employees may receive sixteen (16) hours of paid leave per calendar year to participate in school activities or serve as a volunteer member of a community service organization.

a.
Eligibility:  All full-time employees are covered by the provisions of this policy.

b.
Limitations:  Leave may be used only with the prior approval of the employee’s supervisor.

c.
Administration:  This policy shall be administered in accordance with the Department of Human Resource Management policies and procedures.

Effective January 26, 2010, employees who are active members of a volunteer fire or rescue squad department must be granted an additional eight (8) hours of paid Community Service Leave to be used exclusively for the purpose of providing firefighting and rescue services.

3200.7
Leave Without Pay
Leave without pay may be requested for the following reasons:

a.
Professional, full-time study;

b.
Foreign teaching assignments or exchange teaching;

c.
Serious illness of the employee or a member of his immediate family;

d.
Maternity leave.  The faculty member should submit, with her request for maternity leave, a statement from her physician verifying the pregnancy.  The period of medical incapacity after delivery, as well as before delivery, should be specifically certified since this provides authority for use of sick leave credits.

Eligibility for Leave Without Pay:

a.
Since granted leave involves a re-employment, leave is not automatically given to any faculty member who requests it.

b.
All full-time tenured faculty members and faculty members on multi-year appointments may apply for leave without pay for a period not to exceed one academic year.

c.
All full-time faculty members not on tenure or multi-year appointments may apply for leave without pay for a period not to exceed one semester.  

Procedure:

a.
The individual makes a written request to the supervisor who, if in agreement with the request, forwards it through the administrative channels and to the President for approval or disapproval.

b.
Once the request has been approved, a copy of the request, the recommendations, and the approval will be placed in the employee's personnel folder.

c.
When the period of leave without pay has ended, the per​sonnel office will send a confirming letter to the individual for an original signature which verifies the dates and time of leave without pay.  This document will also be placed in the personnel folder.

Notification for Leave Without Pay:

a.
A full-time tenured faculty member or faculty member on multi-year appointment is responsible for notifying the Vice President of Academic and Student Services in writing by February 1 if he/she intends to return for the following academic year.  A faculty member who has not by February 1 notified the College in writing of his/her intent to return will be automatically separated as an employee of the College.

b.
If a full-time faculty member who is not tenured or is not on multi-year appointment is granted leave without pay during a contract period but fails to return at the end of the approved period of leave without pay, he/she will automatically be separated as an employee of the College.

Placement upon Return from Leave Without Pay:

A full-time faculty member returning from leave without pay will return to the same campus and division unless College organizational changes require the reassignment of the faculty member.  While the College cannot guarantee the faculty member the same assignment held before his/her leave, the Division Dean must hold a faculty position by recommending an appointment to fill the position of the faculty member on leave only for the term of the leave without pay.

3200.8
Military Leave
Grants of all military leave shall be in addition to leave other​wise allowable.  An employee who is absent for annual active duty for training as a member of the reserve components of the United States Army, Navy, Air Force, Marine Corps, Coast Guard, Public Health Service or United States Coast and Geodetic Survey shall be entitled to leave of absence at full pay not exceeding fifteen (15) calendar days per calendar year.  A copy of the official orders for duty must accompany the request for leave.

If annual active duty training is fragmented, military leave with full pay will be limited to ten (10) work days in a calendar year.  Military leave with pay is not allowable for regular training activities or for any part of extended active duty.

3200.9
Compensatory Leave
Compensatory leave is paid time off for an eligible employee's having worked additional hours in a workweek; having worked on an official office closing day, a holiday, or a scheduled day off; or when a holiday falls on an employee's scheduled day off.  Accrued compensatory leave may be used to provide paid time off from work for any purpose.

Eligible employees earn compensatory leave on an hour-for-hour basis. Accordingly, an employee may earn one hour of compensatory leave for each hour that he or she is required to work for the reasons cited above. 

 Accrued compensatory leave lapses within twelve (12) months from the date it is earned. Thus, once lapsed, accrued compensatory leave may not be used or paid off upon an employee's change of status.  

The requirement to work additional hours must be specifically authorized by the agency head or his/her designee. General or "blanket authorizations" for an exempt employee to work beyond his or her regularly-scheduled hours shall not be the basis for earning compensatory leave.

Additional work hours are intended only to relieve specific peak workload needs and shall not be authorized to provide for continuous workload requirements.

Additional work hours do not include extra hours that an exempt employee independently determines is necessary to carry out his or her job responsibilities.

Administrative, professional, and teaching faculty are not eligible for compensatory leave.

3200.10
Leave to Donate Bone Marrow or Organs
All full-time employees may receive a maximum of thirty (30) days of paid leave for the donation of bone marrow or organ transplants or the recuperation from such procedures.

3200.11
Educational Leave with Pay
For the Summer Session.  The number of applications to be approved will be dependent upon funds available.  Eligibility requirements are the same as in Paragraph 2 below.  First con​sideration will be given to the following categories dependent upon the needs of the College:

a.
Faculty members who require retraining or updating in their instructional discipline.

b.
Faculty members who need one session to complete requirements for a higher degree.

For the academic year.  To be eligible for consideration, the faculty must meet the following criteria:

a.
The faculty member shall have completed five full years of employment in the VCCS (with at least three of those years at DCC) by the date that the leave with pay com​mences.

b.
Non-administrative faculty members shall hold tenure or multi-year appointments.

c.
The faculty member shall be of an age which makes pos​sible serving twice the length of time of approved leave with pay at DCC after return from leave with pay before reaching age 65 (normal retirement age).

The number of applicants to be approved will depend upon funds available.  First consideration will be given to the following categories, dependent upon the needs of the College:

a.
Faculty members desiring further training.

b.
Faculty members needing to complete requirements for an advanced degree.

3200.12
Maternity Leave

The sick leave policy provides for limited sick leave used as a result of pregnancy.  A letter from the attending physician stat​ing the dates the employee is unable to work before and after delivery is required for such sick leave.  The doctor's certifi​cate must state the expected date of incapacitated both before and after delivery.  If the employee requests leave in addition to the time specified by the physician, leave without pay may be granted. Employees covered by VSDP will be on short-term disability for the length of time (typically six weeks) approved by the plan based on physician’s statement.
3200.13
Disaster Relief

Disaster Relief allows employees to assist areas that have been officially declared disaster areas.  This policy authorizes paid leave for employees who provide assistance to disaster stricken areas in situations where such services are not within employees' normal job duties.

Paid leave for employees to assist in disaster stricken areas may be granted when a disaster has been officially declared by the President of the United States, or a State of Emergency has been declared by the Governor of any state.  Requests for assistance must have been made by public officials at the site of the disaster.  

Employees must provide to their agency heads written requests to participate in disaster relief prior to providing disaster relief.  The service(s) provided by the employees must be related to the specialized skill or training that the employees possess.  Up to two weeks of leave (80 hours) annually may be granted to employees who are providing disaster assistance.  The Commonwealth will not pay for expenses related to employees providing disaster assistance; e.g., travel, food, lodging.  Leave granted to employees shall be at the discretion of their agency heads.
See DHRM Policy 4.17  http://www/dhrm.virginia.gov/hrpolicy/web/po14_17.html
3200.14
Emergency Closings

The following provides guidelines for compensating employees for absences during emergency closing, including inclement weather, utility failure, or other forced evacuations from the agency or work site:
· Employees will be paid for the hours that he/she was scheduled to work during an authorized closing, either a partial shift closing or a full shift closing, if he/she worked or took paid leave the work day before and the work day after the authorized closing.
· An employee who is on pre-approved leave with pay when an authorized emergency closing occurs will have the time charged to the authorized closing and not to personal leave balances.

· Pre-approved leave with pay is defined as leave that has been requested in advance by the employee and approved by the supervisor, the proper paperwork has been completed and signed by both the employee and supervisor, and has been submitted to the payroll office.

· It will be the employee’s responsibility to submit a correct leave form to the payroll office.  The employee should submit the form to his/her supervisor for approval and then forward to payroll.  A notation should be made on the leave form indicating this is a revised leave form to reflect time charged to an authorized closing.

3200.15
Research Day Leave

Research Days are designed to allow an individual faculty member the freedom to conduct research related to his/her curriculum or to participate in professional development activities at on-campus or off-campus locations.  There will be no meetings, seminars, programs, or staff development activities held on these days in which faculty attendance is required.  If any such activities are scheduled, faculty attendance will be optional.  Divisional or curricular meetings (workshops, seminars, etc.) should only be scheduled with the full agreement of all participating faculty.

Priority for these days will be given to individual professional development activities.  Examples of appropriate activities might include visiting programs at other community college campuses, conducting curriculum-based research at area colleges or universities, or calling on area industries that employ curriculum graduates.  See the following page for a copy of the form to be submitted to request this leave.
3200.15.1

REQUEST TO BE OFF-CAMPUS ON A 
SCHEDULED FACULTY RESEARCH DAY


The Academic Calendar at Danville Community College has two classifications of work days outside of regular class days and those set aside for final examinations.  These are Planning and Preparation Days (which may also be combined with snow make-up days) and Research Days.  A definition of each is as follows:

Planning and Preparation Days:  These are on-campus faculty work days.  Informational meetings, staff development activities, planning sessions, course preparation activities, general faculty and staff meetings, divisional meetings, curriculum meetings, committee and council meetings, orientation sessions, student advising sessions, and any other specially arranged activity may be conducted on these days.  On Planning and Preparation Days, faculty should be on campus as activities can be scheduled any time between the hours of 8:00 a.m. and 5:00 p.m. If a Planning and Preparation Day is also listed as a Snow Make-up Day, no special activities may be arranged until it is certain that these dates will not be needed to make up classes missed due to inclement weather.

Research Days:  Research Days are designed to allow an individual faculty member the freedom to conduct research related to his or her curriculum or to participate in professional development activities at on-campus or off-campus locations.  There will be no meetings, seminars, programs, or staff development activities held on these days in which faculty attendance is required.  If any such activities are scheduled, faculty attendance will be optional.  Divisional or curricular meetings (workshops, seminars, etc.) should only be scheduled with the full agreement of all participating faculty.  Priority for these days will be given to individual professional development activities.  Examples of appropriate activities might include visiting programs at other community college campuses, conducting curriculum-based research at area colleges or universities, or calling on area industries that employ curriculum graduates.  Within five (5) working days of completion of the research activity, the faculty member should submit to his/her supervisor a brief report of the activities in which he/she was engaged, what was learned, and/or what will be done as a result of the time spent in the research activity.
Individuals wishing to participate in an off-campus Research Day activity must submit this form for approval five (5) working days in advance.  This does not supersede any others including those required for approved travel.

Name:                                                         
Date of Research Activity:


I will be involved in an off-campus activity that is covered under the above Research Day definition. (Explanation of activity is on reverse side.)
Faculty Signature                                                           Date


Division Dean


        Vice President of Academic







  and Student Services

(Form Revised 8/06)

3300 
BENEFITS


3301

INSURANCE

Information concerning the various programs available to College employees may be obtained in the Business Office.  The following types of insurance are available:

3301.1
Medical Insurance
The Commonwealth of Virginia offers COVA Care and COVA Health Aware medical insurance plans through Anthem Blue Cross/Blue Shield of Virginia. The COVA Care Plan provides employee-only coverage at a minimal employee cost.  The State and employee share the cost for dependent coverage.    Employee coverage may be elected at any time with coverage effective the first of the month following the month application is made; however, employee and dependent coverage may be elected only within 31 days of employment or during the Open Enrollment period (with coverage effective July 1) or within 31 days of a change in eligibility status (with coverage effective the first of the month following change of status).  Check your Source Book for Health Insurance Benefits Information for a detailed explanation of the COVA Care Plan.

3301.2
Life Insurance
The State holds a group term life insurance policy that is mandatory for all employees.  The State pays all costs.  Coverage is equal to twice the amount of annual salary rounded to the next highest $1,000.

3301.3
Premium Conversion
This program is authorized by Section 125 of the Internal Revenue Service (IRS) Code which enables active employees to enjoy tax savings by having benefit premiums deducted from their salary before taxes are calculated.  Participation in Premium Conversion places restrictions on when changes may be made in health benefits plans and membership.  (This applies to Anthem Blue Cross/Blue Shield insurance.)
3301.4
Flexible Reimbursement Accounts
The State offers two types of reimbursement account programs authorized by IRS Section 125.  Participation is voluntary.

Medical Reimbursement allows a set aside of pre-tax dollars to pay for medical, dental, and vision care or other eligible expenses which are not covered by a health insurance benefits plan.

Dependent Care Reimbursement allows a set aside of pre-tax dollars to pay for eligible child and elder care expenses.

Participation in a reimbursement account requires careful planning.  Because of the tax advantage, the IRS has established strict rules for these plans.  Any dollars set aside in the plan must be used within the plan year.  Any unused funds will be lost.

3301.5
Teachers Public Liability Insurance
All faculty have public liability insurance coverage arising out of personal injury with a limit per occurrence of $2,000,000.

3301.6
Annuities and Other Insurance
Tax-deferred annuities and insurance policies providing accident and salary continuation protection are also available.  While these may be arranged through payroll deduction, they are personal, individual policies whose costs are borne entirely by the employee.


1.
Cancer Insurance:  Contact the Human Resources Officer in the Business Office.


2.
Disability Insurance:  Contact the Human Resources Officer in



the Business Office.

3.
Long-term Care Insurance:  Contact the Human Resources Officer in


the Business Office.
4.
Optional Life Insurance:  Contact the Human Resources Officer in


the Business Office.

3301.7
Worker’s Compensation Management Program
It is the policy of Danville Community College to report and investigate all employee accidents and injuries which occur on site and to assure that injured employees receive prompt medical attention and workers’ compensation benefits, returning to full or restricted duty assignments as soon as medically possible, in accordance with Executive Order No. 52 (99) Workplace Safety and Health.

PROCEDURES:
1) The injured employee must

a. report the incident immediately to his/her supervisor

b. complete Section 1 of the DCC Employee Injury Report within two (2) working days of the incident, or as soon as practical and forward to his/her supervisor

c. select a physician from the approved panel of physicians, if medical treatment is necessary.  The approved panel of physician list is available from supervisors or the human resource office.  Inform human resources of your choice of physician.

d. Forward any invoices and/or lost time reports to the human resource office.  If employee is a Virginia Sickness and Disability Plan (VSDP) participant and is going to be out of work, employee must contact Unum Provident at 1-800-652-5602 within 24 hours.

e. Maintain contact with supervisor regarding the amount of time that will be lost and expected return-to-work date

f. Obtain written authorization to return to full duty from the physician and present to human resources; OR

g. Obtain written authorization to return to work with restrictions and present to human resources

2) The injured employee’s supervisor must

a. notify human resources immediately

b. refer employee for medical evaluation, if necessary.  Provide employee with list of approved panel of physicians.

c. Assist the employee in completing the DCC Employee Injury Report form.  In the event the employee is unable, because of injury, to complete this form, the supervisor should complete as much of the form as possible.

d. Send copy of completed Sections 1 and 2 to human resources with two (2) working days and notify if employee will be out of work

e. Conduct an investigation into the incident to include an interview of the injured employee and any witnesses; evaluate the environment where the incident occurred to determine possible cause, contributing factors, and/or physical hazards.

f. Report any hazards or unsafe conditions to maintenance

3) The Office of Human Resources must

a.
Contact the physician of the employee’s choice from the panel of approved physicians to notify them that the employee will be seeking treatment under a workers’ comp claim and to forward all billing to the College

b.
Complete the Employer’s First Report of Accident and forward to the third-party administrator, Managed Care Innovations, within ten (10) days of incident.

c.
Arrange for modified duty assignment, if determined by the employer’s licensed treating physician to be necessary.

d.
Maintain workers’ compensation file, separate from employee’s personnel file, and submit paperwork to MCI in a timely fashion to insure employee’s access to all entitled benefits.

e.
Utilize the web-based G2WebLink to effectively manage workers’ comp claims and payments.
f.
Assist supervisors and/or employees with any facet of the workers’ compensation process.
g.
Submit by October 1 of each year, the Fiscal Year Report of Workplace Safety & Health Updates to the Office of Workers’ Compensation.

WORKERS’ COMPENSATION PANEL OF PHYSICIANS

See attached Panel Physician’s Form.
3301.7.1


 EMPLOYEE INJURY REPORT

[image: image2.png]4.2 EMPLOYEE INJURY REPORT
1008 South Main Street
Danville, VA 24541
Is employee participating in VSDP? /7 Yes (7 No

If yes, EMPLOYEE must call Unum Provident at 1-800-652-5602 to report work-related injury IF employee sought medical
treatment and/or missed time from work more than the day of the injury.

Also, VSDP employees must use their personal leave balances to cover the first 7 calendar days (5 working days) of work
missed due to injury.

Section 1. To be completed by employee (or employee’s supervisor, if employee is unable) within two (2)
working days of accident.

_Name SS.# Date of Birth

Address Home Phone

Marital Status [ ] Married [ ] Single [] Widow [ ] Divorced # of dependents  ( )

Job Title Date Employed

Assigned work area Shift time starts ends

Department Work Ext # Supervisor's Name

Date of Injury Time of Injury AM PM

Incident Location

Detailed description of incident

Date/Time Human Resource Medical attention sought? [] YES [] NO
Office notified
Location of injury (circle left/right) Nature of injury/illness
[] head [] knee L/R [eye L/R [] abrasion [] bite [] scratch
[] face [Jarm L/ R [leg L/R [] sprain/strain ] burn [] punch
[] back [ ] hand L/R [Jankle L /R [] laceration [ slip [] exposed to
[] neck []toe L/ R [Jfinger L/R [] puncture [] fall [] infected by
[] chest [Jshoulder L / R [Jear L/R [] bruise [] irritation [] other
[] insect bite [] kick

Name of withesses:

Signature of employee: Date
Section 2. To be completed by Human Resources and Employee’s Supervisor
Notified of Injury Date Time: AM PM

Employee’s Chief Complaint

Referred to Physician* [J YES [ NO Physician’s Name

Referral Date Time AM PM

*Must be approved Panel Physician (see list provided).





[image: image3.png]Section 3: Investigation of Accident - Investigate accident thoroughly, talk with witnesses, inspect incident site and
“walk through” accident with employee. Use diagrams (attach to this form) if necessary.

Unsafe Conditions/Actions (check all that apply)

Unsafe Acts (check all that apply)

Improperly guarded equipment
Defective tools, equipment, etc.
Improper lighting

Unsafe design/construction
Hazardous storage/arrangement
Wet/slippery floor

Resistive patient

Secluding patient

ODoodoggon

Other (specify)

Doddogogon

Operating at unsafe speed
Using unsafe equipment
Taking unsafe position

Did not use protective device
Did not follow safety rules
Unsafe lifting/placing

Slip/fall

Shoes (condition of )

[1good []bad

Other (specify)

Reason for unsafe act (training, careless, etc.)

Description of accident

Does a safety policy or procedure need to be written? YES
Could this accident have been avoided? []YES []NO

[] NO
If YES, HOW?

or revised? [ ] YES [ ] NO

What action are you taking to avoid the same type of accident?

Where defective equipment/structure is involved, indicate that repairs have been ordered.

Equipment/structure Date Reported by whom
What preventive measures were discussed with the employee after the accident?
Other Comments:
Investigator’s Signature Date






Updated Employee Injury Report Form August 2011







3302

RETIREMENT

Retirement benefits are provided through the State's retirement plan and Social Security.  Faculty ranked employees may participate in an Optional Retirement Plan in lieu of the State's plan.  Participation in the retirement plan is mandatory.  The State contributes the employee's share of costs to provide benefits according to a specific formula.  Normal retirement is at age 65.
On leaving State service, employee or employer contributions may be withdrawn.  If accrued service totals five or more years and employee contributions have not been withdrawn, retirement payments can begin at age 65.
Information regarding insurance and retirement is available in the Business Office.   

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

3302.1
Returning to Work after Retirement

The Internal Revenue Service requires that a retiree have a bona fide break in service, if the retiree returns to work in a non-VRS-covered (part-time) position with the VRS participating employer from which the individual retired.  This means that the retiree and his/her employer must not have a predetermined date for his/her return to non-covered employment.  Also, the work performed must not have the same duties or hours that the retiree worked prior to retirement.  VRS policy requires that a retiree be off the payroll for no less than thirty (30) days over a period during which the retiree would otherwise be working before a bona fide break in service is considered to have occurred.  Without this break in service, VRS will not consider the retiree to have retired, and he/she will not be permitted to begin his/her retirement benefits until the required break has occurred.
After the break in service, the retiree may return to work in a non-covered (part-time) position with VRS, the Judicial Retirement System (JRS), State Police Officers’ Retirement System (SPORS), Virginia Law Officers’ Retirement System (VaLORS), or an Optional Retirement Plan (ORP) participating employer without affecting the retiree’s retirement benefits.  If the retiree accepts employment in a covered position under VRS, JRS, SPORS, VaLORS or an ORP, his/her monthly benefit stops and he/she begin to earn service credit again.
Effective July 1, 2004
3303

REDUCTION IN FORCE -- FACULTY

See VCCS Policy Manual, Section 3.11.1

3304

PROFESSOR EMERITUS

The establishment of the status of Professor Emeritus is recommended as a method of honoring persons for meritorious service.  The President of the college shall establish a procedure for selecting retired employees of the college who held faculty rank (usually that of Associate Professor or Professor), with a minimum of ten years of service in the VCCS, and who have made meritorious and significant contributions to the college for appointment as Professor Emeritus with all rights and privileges therein pertaining.

3305

EMPLOYEE RECOGNITION PROGRAMS

Employee rewards and recognition programs are designed to acknowledge employees’ contributions to the overall objectives of the agency and the Commonwealth.  These recognition programs must be designed to support the mission and goals of the specific agency and may vary in approach to include planned and impromptu types of recognition.

3305.1
Awards for Length of Service
The Commonwealth’s Award for Length of Service program provides employees non-monetary recognition for years of service with the Commonwealth.  Awards are based on length of service in five-year increments.

3305.2
Employee Suggestion Program

The Employee Suggestion Program gives agencies a mechanism for recognizing employees for adopted ideas that improve their agencies’ and the Commonwealth’s operations.  Awards may be monetary, non-monetary, and leave.  A percentage of the savings generated for the agency and/or the Commonwealth is used to determine the amount of monetary or leave award.

See DHRM Policy 1.21 http://www.dhrm.virginia.gov/hrpolicy/web/pol1_21.html
3305.3
Employee Recognition Program
The Employee Recognition Program is designed to encourage employees to make a performance difference either individually or through teams and provides monetary and non-monetary recognition awards for employees.  The awards recognize achievements or accomplishments that contribute to the overall objectives of the agency or state government.  The total of monetary or non-monetary awards (excluding recognition leave) shall not exceed two thousand dollars ($2000) per employee per fiscal year.  In addition, recognition leave of up to five workdays may be awarded to an employee in a leave year.  Recognition leave lapses within twelve months from the date it is awarded.  Agencies may extend the twelve-month retention period for recognition leave if the agency has been unable to allow the employee to use the leave or may pay out the leave in accordance with the situations specified in the policy.

See DHRM Policy 1.20, http://www.dhrm.virginia.gov/hrpolicy/web/pol1_20.html
3400

OTHER

3400.1
Credit Union
Upon employment, membership in the Virginia Credit Union is available.  Loans may be arranged at special interest rates, draft accounts with direct deposit, and savings accounts may be main​tained through payroll deduction.  Savings accounts earn interest based on Credit Union earnings.

3400.2
Deferred Compensation Plan
This plan enables State employees to supplement their retirement benefits through a tax deferred, income investment program.  Employees may invest a portion of their State salary in the plan.  The amount of salary invested is not taxed until the employee receives a distribution from the plan, normally upon retirement.

3400.3
CommonHealth Program
All employees may participate in the State's comprehensive health improvement program, CommonHealth.  CommonHealth is an employee wellness program that will provide employees with a choice of how they can improve or maintain their present level of wellness.  Medical screenings are done every two years free of charge for employee and eligible dependents.

3500

EDUCATIONAL AID

Based on guidelines established in the DCC Professional Development Plan, educational aid is available to employees for courses approved by the appropriate supervisor, the Vice President of Academic and Student Services, and the President.  The educational aid form (VCCS-16) needs to be properly completed prior to taking the course.

Based on the availability of funds, an individual may request educational assistance for up to six (6) semester credits in the fall and spring semesters and a maximum of twelve (12) credits in the summer term.  Exceptions to this policy must be submitted in writing to the appropriate vice president for the President’s approval.

Listed below is the policy in effect for employees requesting educational aid for courses taken at Danville Community College:


1.
An educational aid request form, (VCCS-16) must be completed and approved beginning at the immediate supervisory level and ending with the appropriate vice president level.  Final approval will come from the President's office.

2.
The form with all approvals must be on file in the College Business Office before the employee registers for classes.  The employee will not pay for the course, but will receive a validated Registration Identification (R.I.) form when registering.

3.
After completion of the coursework, it is the responsibility of the employee to provide his/her supervisor with a copy of the grade report. 

4.
The employee must complete the course with a grade of “C” or better or “P”/”S” in order to take additional courses in the next semester or summer session.

5.
Adjunct faculty are eligible to take DCC classes under VCCS policy. 
For courses taken at institutions other than Danville Community College, the full-time employee is expected to pay tuition and fees and be reimbursed following satisfactory completion of the course.  For a copy of the Educational Aid Request Form (VCCS-16), see http://www.dcc.vccs.edu/Forms/Educationalaid.doc.

The College does not consider educational aid requests for disserta​tion credits.

Classified 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.
Education Assistance for K-12 Teachers
K-12 teachers who are teaching a course that grants college credit at Danville Community College are eligible to receive the Teacher Educational Assistance Scholarship.  This institutional scholarship is available for credit only courses (Supplies and materials for courses are not included).  Individuals who feel they are eligible must complete the Teacher Educational Assistance Scholarship form found on the DCC Faculty/Staff forms webpage: http://www.dcc.vccs.edu/forms/Forms.htm. Once eligibility is verified, cost of the course will be covered through this scholarship.  Additional guidelines are as follows:

Guidelines

· This application is for DCC credit classes only.

· Instructor must have a current credit application.

· Instructor should complete this form for each course taken.

· Approved funding will be for course tuition only.

· Instructor must be currently teaching (same academic year).

· Scholarship application should be completed 2 weeks prior to the start of classes.

· Approval is dependent of availability in course requested.

3500.1   Educational Aid Request (VCCS-16)
3500.1   VCCS-16








Revised 08/2005
Virginia Community College System

Educational Assistance Request Form

	Employee Name
	Original Appointment Date
	College/System Office

	
	
	

	Social Security Number
	
	

	Position Title
	Section/Division
	Teaching Field

(For Faculty)

	
	
	

	 FORMCHECKBOX 

	After Hours Study     

	 FORMCHECKBOX 

	During Hours Study: Note: for exempt classified employees an adjusted work schedule will be attached.

	 FORMCHECKBOX 

	Leave of Absence With Pay: Promissory Note Must be Completed     

	 FORMCHECKBOX 

	Leave of Absence Without Pay: If educational expenses are being paid, promissory note must be completed.     


College/University to be attended ________________________________________________

College Address______________________________________________________________

Time study will be pursued _____________________________________________________

	Course 

Number
	Course Title
	Semester

Hours*
	Start

Date
	End

Date
	Tuition

Costs
	Mandatory

Fees

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	*Limit of 6 credit hours per semester
	Sub Total
	
	

	

	Grand Total All Costs
	


Purpose of Assistance (Check One) 

	 FORMCHECKBOX 

	Job-Related: Supervisor’s signature verifies that course is related to current position responsibilities

	 FORMCHECKBOX 

	Degree Requirement: Verification of acceptance into a degree program must be on file


Payment Option (Check One) Note that IRS Tax regulations apply

	 FORMCHECKBOX 

	Reimbursement: Contingent on receipt of a grade of “C” or better and supporting documentation.

	 FORMCHECKBOX 

	Up-Front Payment:  Promissory Note must be completed and attached to this form.


_________________

Date of Aid Request
__________________________
_________________     ____________________________________________
Employee Signature




Vice President’s Approval
___________________________________________
____________________________________________
Supervisor’s Approval



President’s Approval or Designee
Virginia Community College System

PROMISSORY NOTE

Educational Assistance Without Partial Pay

This Promissory Note (hereafter the “Note”), which shall become part of my contract for employment, is for the payment of tuition and fees for my approved educational course(s), specifically (enumerate the courses),

1.

2.

In consideration for $       (amount), paid to       (educational institution) on my behalf, which shall constitute value received, I promise to repay       (College/System Office) the principal sum of $      in full in the event that I do not complete said educational courses and receive a grade of “C” or better or that I do not remain continually employed with       (College/System Office) for six months per each course from the date of my signing this Note.  This principal sum shall be payable within thirty (30) days of the course end date as stated on the VCCS-16 or on the day my employment is terminated if earlier (the Due Date). 
The following terms apply to this agreement:

1. Homestead and all other exemptions, presentment, demand, protest and notice of dishonor are hereby waived by the undersigned.

2. If payment is not received in accordance to the above conditions and by the Due Date, the principal amount due can be deducted from my next payroll check(s) or any sum due and payable to me from any college or state source.

3. I agree to pay all associated collection costs and/or attorney’s fees and twelve (12) percent interest in addition to the principal amount of this Note.
4. This note will be canceled in its entirety by my satisfactory completion (a grade of “C” or better) in each course attempted and my continued employment at       (College/System Office) for six months per each course.  If I am employed by       (College/System Office) for a lesser period of time, I agree to repay (on a pro-rata basis) the portion of the Note which is not fulfilled by the length of employment between the signing of this Note and my termination date.  For example, for a six-month Note obligation for one course, each full month of employment will reduce the amount of the Note to be repaid by one sixth (1/6).
5. In the event of death or approved disability, this note can be canceled at the option of the college president or Chancellor.
In witness to this agreement, the parties execute their acceptance of its terms by affixing their signatures below:
____________________________             
___________________________________

Date





Signature of Employee

____________________________

___________________________________


Date





Signature of College President/








Executive Vice Chancellor for

System Office or designee

Given under my hand this ________________  day of ____________________.






_______________________________ (SEAL)






Notary Public

My name is _______________________________ (printed)

My commission expires _____________________ (date)

3500.2
Chancellor’s Fellowship for Classified Staff

The Chancellor’s Fellowship provides classified employees the opportunity to work toward degrees that will enable them to enhance their contributions to the community college mission.  Fellowships are awarded annually to no more than two outstanding classified employees for up to a one-year leave of absence with some financial support.   Chancellor’s Fellows shall engage in a full-time study in community college programs or baccalaureate and graduate study at a state-supported institution of higher education.

The recipients will receive:
· Financial support for in-state tuition and mandatory fees,

· Three-quarter salary,

· Up to a one year leave of absence from VCCS position responsibilities with continuation of insurance, retirement, payment of the state portion of health insurance premiums, seniority, and other VCCS employee benefits.

Eligibility Requirements
· Must have been employed in a full-time, state-funded, classified position at a community college or the System Office for three consecutive years 

· Be officially accepted in a degree program at a Virginia state-supported institution of higher education. 

· Recommended by the president, or Chancellor in the case of a System Office candidate

· Willing to sign a promissory note with the understanding that following the leave, employment must be resumed for a time period twice that of the leave of absence (example: for a one year period of leave at least two years at the community college). 

· Willing to sign a Memorandum of Agreement which states that completion of a designated course of study does not ensure that the recipient’s position will be reallocated or that the recipient will be promoted.

To be considered, submit the application, letters of endorsement and other supporting materials by the annual deadline date of April 15.  Selections are made by a small committee composed of System Office and community college representatives.  Applications may be obtained from the College Human Resource Office.
3500.3
Chancellor’s Fellowship for Faculty

Changes approved by the State Board of Community Colleges 11/18/04


3500.3.1

Purpose

The purpose of the Chancellor’s Fellowship is to ensure that capable people within the VCCS have opportunities to prepare themselves for top-level management and instructional positions within the VCCS.  To support this goal, the Chancellor’s Fellowship is established to provide up to a one-year leave of absence, with shared financial support for doctoral study at six institutions of higher education:


(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)
the School of Education at the College of William and Mary;


(5)
Virginia Commonwealth University;


(6)
and Old Dominion University.

In addition, faculty may apply for a VCCS Chancellor’s Commonwealth Fellowship to attend universities/colleges that do not provide shared financial support.  


3500.3.2

The Award

The Chancellor’s Fellowship is awarded annually to no more than three outstanding professional educators in the VCCS.  The award provides each recipient with a fellowship grant of up to $12,500 ($12,500 at those universities/colleges that provide shared financial support; $7,500 at colleges/universities that do not provide shared financial support) plus three-quarters salary and up to a one-year leave of absence from VCCS duties with continuation of insurance, retirement, seniority, and other VCCS employee benefits.  Chancellor’s Fellows shall engage in full-time residential graduate study during the period of their award.

3500.3.3

Eligibility

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) are eligible for the Chancellor’s Fellowship.  Candidates must meet the specific requirements for admission to the doctoral programs of their institutions.  Individuals selected as Chancellor’s Fellows shall be required to resume their employment with the VCCS for a period of at least twice the length of their fellowship 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.


3500.3.4

Selection

Selection of each Chancellor’s Fellow is made by a committee comprised of one college President, three members of the VCCS Professional Development Committee, and the Director of Professional Development.


3500.3.5

Funding

Financial support for each Chancellor’s Fellowship, exclusive of maintained benefits, is provided as follows:

a.
VCCS Chancellor’s financial support of $7,500;
b.
Four-year institution’s shared financial support of $5,000 at the six supporting colleges/universities listed above;

c.
Sponsoring college’s provision of one-half (1/2) salary for the period of study.


3500.3.6

Application Process

Application for the Chancellor’s Fellowship, including letters of endorsement and other supporting materials, must be submitted to the university with a complete copy 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 Academic Services and Research, from the offices of VCCs Presidents, and from the four-year institution the applicant will attend.

3500.4
Chancellor’s Commonwealth Professorship Program

Changes approved by the State Board of Community Colleges 11/18/04


3500.4.1

Purpose
The Chancellor's Commonwealth Professors program is established to recognize and support teaching excellence in the VCCS.


3500.4.2

The Award

Up to three individuals may be designated Chancellor’s Commonwealth Professors each year.  Each individual so designated shall retain the title for a two-year term.  After the program is fully implemented, there could be up to six active Chancellor’s Commonwealth Professors.  Each Chancellor’s Commonwealth Professor shall receive funding or reimbursable expenses and stipends for two summers to help support the individual’s self-directed project.  Chancellor’s Commonwealth Professors shall also receive reassigned time equivalent to two courses (normally six semester hours) each semester during the regular academic year in order to purse their self-directed projects.

Information about award amounts for reimbursable expenses and the stipend are available from the college Human Resource Office.


3500.4.3

Eligibility

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.


3500.4.4

Selection

Annually each college may nominate one or more candidates for designation as a Chancellor’s Commonwealth Professor.  Each college shall develop its own nomination procedure which shall, as a minimum, include the following features:

a.
The individual shall be nominated by letter from the college president, vice-president, or provost.  The nomination letter must contain specific documentation of excellence in teaching and of how the instruction sets a standard of excellence.

b.
The individual shall develop a specific proposal regarding a self-directed project of personal and professional development related to community college teaching/learning to be conducted during the appointment period.  This proposal shall include a detailed budget for the self-directed project.

c.
A panel of outstanding educators shall be assembled by the Chancellor to review and make recommendations regarding the colleges’ nominations.  This panel shall develop its own procedures.  Its recommendations may be based solely on the materials presented in the nominating process or, at the discretion of the panel, on additional information obtained during interviews or campus visits with finalist.
d.
The final decision and appointments shall be made by the Chancellor.  Up to three appointments may be made at the discretion of the Chancellor.


3500.4.5

Funding

The cost of funding the Chancellor’s Commonwealth Professorship Program shall be divided as follows:
a.
Reimbursable expenses up to $7,500, two courses reassigned time for each of the two years (for a total of four courses over the two-year period), and two summer stipends of $3,000 each will be provided by the System Office.  Reimbursement will be provided for tuition, travel (including meals and lodging for overnight travel), research, clerical help, books, reference materials, supplies and equipment expenses.

b.
The college shall bear the cost of one course reassigned time each semester (normally three credits) for two years for a total of four courses over the two years.

c.
Any additional expenses related to the self-directed project shall be shared by the individual and the college in a manner agreed upon by the individual and the college president prior to the submission of the nomination.


3500.4.6

General Provisions

a.
If the appointment period (three- or five-year appointment) of an individual designated as a Chancellor’s Commonwealth Professor would normally conclude during the period of this designation, the appointment period shall automatically be extended to the end of the Chancellor’s Commonwealth Professor appointment.
b.
Designation as Chancellor’s Commonwealth Professor shall not affect the faculty rank of the individual.

c.
The summer stipends shall not become a part of the individual’s base salary.


3500.4.7

Expectations

Each Chancellor’s Commonwealth Professor shall be expected to participate periodically in VCCS seminars or other programs focusing on interdisciplinary topics and/or special aspects of community college education.

3600

AFFIRMATIVE ACTION PLAN


Danville Community College promotes and maintains educational and employment opportunities without regard to race, color, sex, ethnicity, religion, gender, age (except when age is a bona fide occupational qualification), disability, national origin, or other non-merit factors.  Danville Community College prohibits sexual harassment including sexual violence.  The Director for Public Relations and Minority Concerns serves as the College's Equal Employment Opportunity (EEO) officer and Title IX Coordinator.  All documents related to the hiring process are kept in this office located in the Wyatt Building Room 212.
3700

STATEMENT OF POLICY FOR 

EMPLOYEES ON THE DRUG-FREE

WORKPLACE ACT

The recently enacted Drug-Free Workplace Act of 1988 (Pub. Law No.  100-690) requires institutions receiving federally funded grants and contracts to certify that they will institute steps to prohibit the unlawful manufacture, distribution, possession, and use of controlled substances in the workplace.

Danville Community College is providing to all employees, both full and part-time, the following policy statement.  The College is committed to providing a drug-free workplace.  This will be accomplished by provid​ing this policy in writing to all employees, notifying them it is unlawful to manufacture, distribute, dispense, possess, or use a con​trolled substance on College property.

A committee appointed by the President will be responsible for estab​lishing a drug-free awareness program to inform employees about:

1.
The dangers of drug abuse in the workplace.

2.
The College's policy for maintaining a drug-free workplace.

3
Available drug counseling, rehabilitation, and employee assis​tance programs.

4.
The penalties that may be imposed upon employees for drug violations occurring in the workplace.

5.
Taking one of the following actions within thirty (30) days of receiving notice that an employee has been convicted of violating the College policy as published:

a.
Taking appropriate personnel action against such employee, up to and including termination; or

b.
Requiring the employee to participate satisfactorily in a drug abuse rehabilitation program approved for such purposes by federal, state, or local health, law enforcement, or other appropriate agency.

6.
Provide on-going information and training, as necessary, to keep all College employees aware and informed regarding unlawful substance abuse in the workplace.

3800

POLICY ON SEXUAL VIOLENCE, DOMESTIC 



VIOLENCE, DATING VIOLENCE, AND 





STALKING

A.  Notice of Nondiscrimination.

As a recipient of federal funds, Danville Community College is required to comply with Title IX of the Higher Education Amendments of 1972, 20 U.S.C. § 1681 et seq. (“Title IX”), which prohibits discrimination on the basis of sex in educational programs or activities, admission and employment. Under certain circumstances, sexual misconduct, sexual harassment, and similar conduct constitute sexual discrimination prohibited by Title IX. Inquiries concerning the application of Title IX may be referred to the College’s Title IX Coordinator or to the U.S. Department of Education’s Office for Civil Rights. The Title IX Coordinator is Andrea Burney, whose office is located at Wyatt Building, Room 212, and may be contacted by phone at 434-797-8458 or by email at titleix@dcc.vccs.edu. The Deputy Title IX Coordinator is Howard Graves, whose office is located in Wyatt Building, Room 108, and may be contacted by phone at 434-797-8443, or by email at titleix@dcc.vccs.edu. 

B. Policy. 

Danville Community College is committed to providing an environment that is free from harassment and discrimination based on any status protected by law. This Policy supplements the following general policy statement set forth by the Virginia Community College System: This institution promotes and maintains educational opportunities without regard to race, color, sex, ethnicity, religion, gender, age (except when age is a bona fide occupational qualification), disability, national origin, or other non-merit factors.   This Policy also addresses the requirements under the Violence Against Women Reauthorization Act of 2013, (also known as the Campus SaVE Act).

This Policy is not intended to substitute or supersede related criminal or civil law. Individuals should report incidents of sexual and domestic violence, dating violence, and stalking to law enforcement authorities.  Criminal and civil remedies are available in addition to the potential remedies that the College may provide.  

C. Purpose. 

The purpose of this Policy is to establish that the College prohibits discrimination, harassment, sexual assault, domestic violence, dating violence, stalking, and retaliation and to set forth procedures by which such allegations shall be filed, investigated and resolved.

D. Applicability. 
This Policy applies to all campus community members, including students, faculty, staff and third parties, e.g., contractors and visitors.  Conduct that occurs off campus can be the subject of a complaint or report and will be evaluated to determine whether it violates this Policy, e.g. if off-campus harassment has continuing effects that create a hostile environment on campus. 

E. Definitions

Advisor: An individual who provides the complainant and respondent support, guidance, or advice. Advisors may be present at any meeting or hearing, but may not speak directly on behalf of the complainant or respondent.

Complainant: A complainant refers to an individual who believes that they have been the subject of a violation of this Policy and files a complaint against a faculty, staff member or student.
Consent:  Any sexual activity or sex act committed against one’s will, by the use of force, threat, intimidation, or ruse, or through one’s mental incapacity or physical helplessness is without consent.   Consent is knowing, voluntary, and clear permission by word or action, to engage in mutually-agreed upon sexual activity.  Silence does not necessarily constitute consent. Past consent to sexual activities, or a current or previous dating relationship, does not imply ongoing or future consent.  Consent to some sexual contact (such as kissing or fondling) cannot be presumed to be consent for other sexual activity (such as intercourse).  An individual cannot consent who is under the age of legal consent.  The existence of consent is based on the totality of the circumstances, including the context in which the alleged incident occurred.  

Mental incapacity means that condition of a person existing at the time which prevents the person from understanding the nature or consequences of the sexual act involved (the who, what, when, where, why, and how) and about which the accused knew or should have known. This includes incapacitation through the use of drugs or alcohol.  Intoxication is not the same as incapacitation.
Physical helplessness means unconsciousness or any other condition existing at the time which otherwise rendered the person physically unable to communicate an unwillingness to act and about which the accused knew or should have known.  Physical helplessness may be reached through the use of alcohol or drugs.

Dating Violence:   Dating violence is violence, force, or threat that results in bodily injury or places one in reasonable apprehension of death, sexual assault, or bodily injury committed by a person who is or has been in a close relationship of a romantic or intimate nature with the other person.  The existence of such a relationship shall be determined based on a consideration of the length of the relationship, the type of relationship, and the frequency of interaction between the persons involved in the relationship.
Domestic Violence:  Domestic violence is violence, force, or threat that results in bodily injury or places one in reasonable apprehension of death, sexual assault, or bodily injury and that is committed by a person against such person's family or household member, which includes a current or former spouse a person with whom the victim shares a child in common, or who is cohabitating with or has cohabitated with the person as a spouse or intimate partner.
Respondent: A respondent refers to the individual who has been accused of violating this Policy.
Responsible Employee:  A responsible employee is one designated for purposes of initiating notice and investigation of alleged violations of this Policy or who has the authority to take action to redress violations of this Policy or who has the authority to take action to redress violations of this Policy. A responsible employee also is any employee who a person reasonably believes is a responsible employee.  Responsible employees are required to forward all reports of violations of this Policy to the Title IX Coordinator or Deputy Title IX Coordinator. DCC College administrators, including Deans, Directors and Coordinators, along with the DCC Security staff are determined to be “responsible employees.” 
Sex Discrimination:  Sex discrimination is the unlawful treatment of another based on the individual's sex that excludes an individual from participation in, denies the individual the benefits of, or otherwise adversely affects a term or condition of an individual's employment, education, or participation in college program or activity.

Sexual Assault: Sexual assault is defined as the intentional sexual contact with a person against that person’s will by the use of force, threat, or intimidation, or through the use of a person’s mental incapacity or physical helplessness.  Sexual assault includes intentionally touching, either directly or through clothing, of the victim’s genitals, breasts, thighs, or buttocks without the person’s consent, as well as forcing someone to touch or fondle another against his or her will.   Sexual battery is a type of sexual assault.

Sexual Exploitation: Sexual exploitation occurs when a student takes non-consensual or abusive sexual advantage of another for his/her own advantage or benefit, or to benefit or advantage anyone other than the one being exploited, and that behavior does not otherwise constitute one of other sexual misconduct offenses.  Examples of sexual exploitation include, but are not limited to invasion of sexual privacy; prostituting another person; non-consensual video or audio-taping of sexual activity; going beyond the boundaries of consent (such as letting your friends hide in the closet to watch you having consensual sex); engaging in voyeurism; exposing one’s genitals in non-consensual circumstances; inducing another to expose their genitals, and knowingly transmitting HIV or an STD to another.

Sexual Harassment: Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal, nonverbal, or physical conduct of a sexual nature. Sexual harassment shall be considered to have occurred in the following instances: 
· Quid Pro Quo: The submission to or rejection of such conduct is used as the basis for educational or employment decisions affecting the student or employee either explicitly or implicitly; or 

· Hostile Environment:  Conduct so severe, pervasive, and objectively offensive that it undermines and detracts from an employee’s work performance or a student’s educational experience.

Sexual Misconduct: Sexual misconduct encompasses a range of behavior used to obtain sexual gratification against another’s will or at the expense of another. Sexual misconduct includes sexual harassment, sexual assault, sexual exploitation, and sexual violence.  

Sexual Violence:  Sexual violence is any intentional physical sexual abuse committed against a person’s will.  Sexual violence includes rape, sexual assault, and sexual battery.  

Stalking:  Stalking occurs when someone, on more than one occasion, engages in conduct directed at another person with the intent to place, or knows or reasonably should know that the conduct places that other person in reasonable fear of death, criminal sexual assault, or bodily injury to that other person or to that other person's family or household member.
Third Party:  A third party is any person who is not a student or employee of the College.

F.  Retaliation.  

Any form of retaliation, including intimidation, threats, harassment, and other adverse action taken or threatened against any complainant or person reporting a complaint alleging a violation of this Policy, or any person cooperating in the investigation of allegations of violations of this Policy, to include testifying, assisting or participating in any manner in an investigation pursuant to this Policy and the resolution procedures is strictly prohibited by this Policy. Action is generally deemed adverse if it would deter a reasonable person in the same circumstances from opposing practices prohibited by this Policy.  Retaliation may result in disciplinary or other action independent of the sanctions or interim measures imposed in response to the underlying allegations of violations of this Policy.

G.  Reporting Incidents. 

1. 
Members of the campus community who believe they have been subjected to any of these crimes should immediately report the incident to campus security or local police.  All emergencies or any incident where someone is in imminent danger should be reported immediately to local police by dialing 911 or campus security at 434-797-8533.
2. 
Whether or not a report is made to law enforcement, members of the campus community should report alleged violations of this Policy to the Title IX Coordinator or Deputy Title IX Coordinator during normal business hours.  The Title IX Coordinator is solely responsible for overseeing the prompt, fair, and impartial investigation and resolution of complaints filed with the College. To help ensure a prompt, fair, and impartial investigation and resolution, individuals are encouraged to complete a Complaint Form.  The written complaint will be submitted to the Title IX Coordinator.  Although strongly encouraged, a complainant is not required to submit a complaint on the Complaint Form or in writing.


Danville Community College Title IX Campus Resources
Title IX Coordinator:    


Andrea Burney







Wyatt Building, Room 212







434-797-8458







aburney@dcc.vccs.edu or







titleix@dcc.vccs.edu

Deputy Title IX Coordinator 

Howard Graves










Wyatt Building, Room 108








434-797-8443








hgraves@dcc.vccs.edu or








titleix@dcc.vccs.edu
After normal business hours, members of the campus community should report alleged violations of this Policy to DCC Security by phone at 434-797-8533, or use the Emergency Phone Boxes in each parking lot.

3.  

There is no time limit for filing a complaint with the College. However, complainants should report possible violations of this Policy as soon as possible to maximize the College’s ability to respond effectively. Failure to report promptly could result in the loss of relevant evidence and impair the College’s ability to adequately respond to the allegations.

H.  Handling of Reports and Investigations.  

The Title IX Coordinators will assist members of the campus community in reporting incidents to law enforcement authorities upon request.  Members of the campus community may decline to notify law enforcement authorities if they wish.  The College will comply with all requests for cooperation by local law enforcement in investigations.  The College may be required to suspend the Title IX investigation while the local law enforcement agency gathers evidence.  The College will resume its Title IX investigation as soon as the local law enforcement agency has completed gathering evidence.  Otherwise, the College’s investigation will not be precluded or suspended on the grounds that criminal charges involving the same incident have been filed or that charges have been dismissed or reduced.

I.  Confidentiality and Anonymous Reports.  

1.  
Individuals may be concerned about their privacy when they report a possible violation of this Policy. The College has a responsibility to end conduct that violates this Policy, prevent its recurrence, and address its discriminatory effects.  For this reason, some College employees may not keep secret any report of sexual violence, domestic violence, dating violence, or stalking.  The College expects employees to treat information they learn concerning incidents of reported violations of this Policy with respect and with as much privacy as possible. College employees must share such information only with those College and law enforcement officials who must be informed of the information pursuant to this Policy.

2. 
Responsible employees must report all alleged violations of this Policy to the Title IX Coordinator.  Other campus employees have a duty to report sexual assault, domestic violence, dating violence, and stalking for federal statistical reporting purposes (Campus Security Authority (CSA) under the Clery Act). CSAs include student/conduct affairs personnel, campus law enforcement, local police, student activities staff, human resources staff, and advisors to student organizations.  Reports received by the College concerning the abuse of a minor must be reported in compliance with state law. 

3.  
If a complainant wishes to keep the report confidential, it is recommended that he or she reports the alleged conduct to someone with a duty to maintain confidentiality, e.g., mental health counselor or clergy. Employees may contact the Employee Assistance Program.  If the complainant requests that the complainant’s identity is not released to anyone else, the College’s ability to investigate and take reasonable action in response to a complaint may be limited.  In such cases, the College will evaluate the request(s) that a complaint remain confidential in the context of the College’s commitment to provide a reasonably safe and non‐discriminatory environment. In order to make such an evaluation, the Title IX Coordinator may conduct a preliminary investigation into the alleged violation of this Policy and may weigh the request(s) against the following factors: 

· The seriousness of the allegation(s); 

· The complainant’s or alleged victim’s age; 

· Whether there have been other similar complaints of against the same respondent; 

· The respondent’s right to receive information about the allegations if the information is maintained by the College as an "education record" under FERPA; and 

· The applicability of any laws mandating disclosure.  

Therefore, the College may pursue an investigation even if the complainant requests that no action is taken and the College will not be able to ensure confidentiality in all cases.  The College will notify the complainant in writing when it is unable to maintain confidentiality or respect the complainant’s request for no further action. 

4.  
The College will accept anonymous reports, but it will be limited in its ability to investigate and take reasonable action.  The College must have sufficient information to conduct a meaningful and fair investigation. A respondent has a right to know the name of the complainant and information regarding the nature of the allegations in order to defend against the complaint. The College, when reasonably available and when requested, may arrange for changes in academic, parking, transportation, or work arrangements after an alleged violation of this Policy.  When such accommodations are provided, the College will protect the privacy of the complainant to the extent possible while still providing the accommodation.

J.  Amnesty.

The College encourages the reporting of incidents that violate this Policy. The use of alcohol or drugs should not be a deterrent to reporting an incident. When conducting the investigation, the College’s primary focus will be on addressing the alleged misconduct and not on alcohol and drug violations that may be discovered or disclosed. The College does not condone underage drinking; however, the College will extend limited amnesty from punitive sanctioning in the case of drug or alcohol use to complainants, witnesses, and others who report incidents, provided that they are acting in good faith in such capacity. The College may provide referrals to counseling and may require educational options, rather than disciplinary sanctions, in such cases.

K.  Timely Warnings. 

The College is required by federal law to issue timely warnings for reported incidents that pose a substantial threat of bodily harm or danger to members of the campus community.  The College will ensure, to every extent possible, that an alleged victim’s name and other identifying information is not disclosed, while still providing enough information for members of the campus community to make decisions to address their own safely in light of the potential danger. 

L.  Interim Measures. 

1.  
Prior to the resolution of a complaint, the College may suspend or place on disciplinary or administrative leave the respondent when it is determined that the respondent’s continued presence on campus threatens the safety of an individual or of the campus community generally; may hamper the investigation into the alleged misconduct; or is necessary to stop threatening or retaliatory contact against the complainant or complainant’s witnesses.  The College shall provide advance notice of such measures, except in cases where the individual’s presence constitutes a threat.  In all cases, however, the College shall notify individuals subject to these interim measure(s) in writing of the specific facts and circumstances that make such interim measure(s) necessary and reasonable. Individuals subject to proposed interim measures shall have the opportunity to show why such measure(s) should not be implemented.  

2.  
Notwithstanding the above, the College may impose a "no contact" order on each party, requiring the parties to refrain from having contact with one another, directly or through proxies, whether in person or by electronic means.  The College also will enforce orders of protection issued by courts on all College property to the extent possible.

3.  
The College may implement other measures for either the complainant or the respondent if requested, appropriate, and reasonably available, whether a formal complaint has been filed or whether an investigation by either campus administrators or law enforcement agencies has commenced. Such measures may include, but are not limited to, course schedule adjustments, reassignment of duty, changing work arrangements, changing parking arrangements, rescheduling class work, assignments, and examinations, and allowing alternative class or work arrangements, such as independent study or teleworking.  
M.  Sexual and Domestic Violence Procedures.  

Anyone who has experienced sexual violence, domestic violence, dating violence, or stalking should do the following:

· Safely find a place away from harm.

· Call 911 or if on campus, contact campus security. 

· Call a friend, a campus advocate, a family member or someone else you trust and ask her or him to stay with you.

· Go to the nearest medical facility/emergency room. 

· If you suspect that you may have been given a drug, ask the hospital or clinic where you receive medical care to take a urine sample. The urine sample should be preserved as evidence. “Rape drugs,” such as Rohypnol and GHB, are more likely to be detected in urine than in blood.

· For professional and confidential counseling support, call the Virginia Family Violence & Sexual Assault Hotline at 1-800-838-8238. Help is available 24 hours a day. 

· You should take steps to preserve any physical evidence because it will be necessary to prove criminal domestic violence, dating violence, sexual assault, or stalking, or to obtain a protective order.

· Do not wash your hands, bathe, or douche. Do not urinate, if possible.

· Do not eat, blow your nose, drink liquids, smoke, or brush your teeth if oral contact took place.

· Keep the clothing worn when the incident occurred. If you change clothing, place the worn clothing in a paper bag.

· Do not destroy any physical evidence that may be found in the vicinity of the incident by cleaning or straightening the location of the crime. Do not clean or straighten the location of the crime until law enforcement officials have had an opportunity to collect evidence.

· Tell someone all the details you remember or write them down as soon as possible.

· Maintain text messages, pictures, online postings, video and other documentary or electronic evidence that may corroborate a complaint.

N.
Written Notification of Rights and Options. 

Any student or employee who reports an incident of sexual assault, domestic violence, dating violence, or stalking, or who is accused of committing such acts, whether the incident occurred on or off campus, shall receive a written explanation of their rights and options related to changes in academic, parking, and working arrangements, when requested and when reasonably available. 

O.  Support Services.

1. 

All students and employees will receive information in writing of available counseling, health, mental health, victim advocacy, legal assistance, and other services available in the community and on campus. 

2. 
For more information about available resources, go to:


http://www.dcc.vccs.edu/News/Title_IX/Title_IX_and_Sexual_Misconduct.htm which provides a list of campus and community resources, e.g., hospitals, domestic violence and sexual assault resource center, etc. Danville Community College also maintains an agreement with Piedmont Counseling, which provides professional counseling services upon referral to students and employees. 

P.  Education and Awareness.  
1.  
The College conducts a program to educate students and employees about this Policy and its procedures. The education and awareness program is designed to promote awareness of sexual violence, domestic violence, dating violence, and stalking.  
2.  
Incoming students and new employees must take part in a mandatory primary prevention and awareness program.  The program, at a minimum, shall include:

· A statement that the College prohibits the offenses of domestic violence, dating violence, sexual assault, and stalking; 

· The definition of domestic violence, dating violence, sexual assault, and stalking; 

· The definition of consent; 

· Safe and positive options for bystander intervention that may be carried out by an individual to prevent harm or intervene when there is a risk of domestic violence, dating violence, sexual assault, or stalking against a person other than such individual; 

· Information on risk reduction to recognize warning signs of abusive behavior and how to avoid potential attacks; 

· Information on possible sanctions, procedures to follow after an incident of sexual violence, domestic violence, dating violence or stalking, disciplinary procedures, and the protection of confidentiality; and

· Written notification about available resources and services, and options for academic and work accommodations, if requested and reasonably available.
3.  
The College also conducts an ongoing prevention and awareness campaign for all students and employees.  The campaign shall include, at a minimum, the information provided to incoming students and new employees.

Q.  Resolution of Complaints.

1. 
The College has an obligation to provide prompt, fair, and impartial investigation and resolution of alleged violations to this Policy and is committed to so doing.  Title IX Coordinator(s), investigators, and hearing officials must receive annual training on sexual violence, domestic violence, dating violence, and stalking, and the conduct of investigations and hearings. The College may resolve complaints either by an informal or formal resolution process.  

2. 
The parties may agree to proceed under the informal resolution process in matters not involving sexual violence, domestic violence, dating violence, or stalking.  The formal resolution process will be applied (i) when any party that participated in the informal resolution process chooses to terminate the process, and (ii) to all matters that are not eligible for informal resolution.  

R.  Formal Resolution Process. 

1.  
Complainant’s Initial Meeting with the Title IX Coordinator. As soon as is practicable, the Title IX Coordinator will contact the complainant to schedule an initial meeting. If the complainant is not the alleged victim, the Title IX Coordinator also will contact the alleged victim as soon as possible to schedule an initial meeting. The complainant may be accompanied by an advisor of his or her choosing.  At this initial meeting, the Title IX Coordinator will: 

a) Provide the complainant a copy of this Policy; 

b) Provide the complainant with a Complaint Form, if necessary; 

c) Provide a written explanation of the complainant’s rights and options related to changes in academic, parking, and working arrangements;

d) Explain avenues for formal resolution and informal resolution of the complaint; 

e) Explain the steps involved in an investigation; 

f) Discuss confidentiality standards and concerns with the complainant; 

g) Determine whether the complainant wishes to pursue a resolution (formal or informal) through the College or no resolution of any kind; 

h) Refer the complainant to campus and community resources, as appropriate; and 

i) Discuss with the complainant, as appropriate, possible interim measures that may be taken or provided when necessary during the pendency of the investigative and resolution processes. 

2.  
Respondent’s Initial Meeting with the Assigned Title IX Coordinator. As soon as is reasonably practicable, the Title IX Coordinator will schedule an initial meeting with the respondent. The respondent may be accompanied by an advisor of his or her choosing.  During the initial meeting with the respondent, the Title IX Coordinator will:

a) Provide the respondent, in writing, sufficient information to allow him or her to respond to the substance of the allegation;

b) Provide the respondent a copy of this Policy;

c) Provide a written explanation of the respondent’s rights and options related to changes in academic, parking, and working arrangements;

d) Explain the College’s procedures for formal resolution and informal resolution of the complaint;

e) Explain the steps involved in an investigation;

f) Discuss confidentiality standards and concerns with the respondent;

g) Discuss non‐retaliation requirements; 

h) Inform the respondent of any interim measures that may be imposed on the respondent; 

i) Refer the respondent to campus and community resources, as appropriate; and 

j) Discuss with the respondent, as appropriate, possible interim measures that can be provided to the respondent during the pendency of the investigative and resolution processes. 

3.  
Title IX Coordinator’s Initial Determination. 
a)
The College shall conduct an investigation of the complaint unless (i) the complainant does not want the College to pursue the complaint and the Title IX Coordinator has determined that the College can honor the request; (ii) it is clear on its face and based on the Title IX Coordinator’s initial meetings with the parties that no reasonable grounds exist for believing that the conduct at issue constitutes a violation of this Policy. The Title IX Coordinator will consider the following factors in determining whether it is reasonable to investigate the complaint: the source and nature of the information; the seriousness of the alleged incident; the specificity of the information; the objectivity and credibility of the source of the information; and whether the individuals allegedly subjected to the conduct can be identified.

b)
In the event that the Title IX Coordinator determines that an investigation of the complaint should not be conducted, he or she will document (in consultation, as necessary, with the complainant, respondent, and other College officials) the appropriate resolution of the complaint and inform the parties of the same. The Title IX Coordinator shall provide specific and clear written reason(s) why an investigation should not be conducted. The Title IX Coordinator shall provide the determination that the College will not investigate the matter to the complainant and the respondent, concurrently, within five (5) workdays of the completion of the initial meetings. This decision is final.

4. Appointment of the Investigator and Conduct of the Investigation. 
a) 
If the Title IX Coordinator determines that an investigation should be conducted, he or she will investigate or appoint an investigator within five (5) workdays of the completion of the initial meetings. The Title IX Coordinator will share his or her name and contact information with the complainant and respondent and/or will forward the complaint to the investigator. Within three (3) workdays of such appointment, the investigator, the complainant or the respondent may identify to the Title IX Coordinator in writing any potential conflict of interest posed by assigning such investigator to the matter. The Title IX Coordinator will consider such statements and will assign a different individual as investigator if it is determined that a material conflict of interest exists.

b) 
The Title IX Coordinator or investigator will contact the complainant and respondent promptly. In most cases, this should occur within three (3) workdays from the date of the investigator’s appointment or the conclusion of the informal resolution process, whichever is later.  Meetings with the parties will be scheduled. The parties may provide supporting documents, evidence, and recommendations of witnesses to be interviewed during the course of the investigation. Each party may have one advisor present during any meeting; however, the advisor may not speak on the party’s behalf.  

c) 
In the conduct of the investigation, the investigator should weigh the credibility and demeanor of the complainant, respondent, and witnesses; the logic and consistency of the evidence, motives, and any corroborating evidence.

d) 
The investigation of any alleged violation of this Policy should be completed within 60 days of the filing of the complaint or the date on which the College becomes aware of the alleged violation, unless good cause exists to extend the timeframe.  If more time is necessary, the parties will be notified in writing and given the reason for the delay and an estimated time of completion.

e) 
Both complainant and respondent will have the opportunity to review and respond to evidence obtained during the investigation.  Each party also will have the opportunity to review and comment on the written investigative report within seven (7) workdays of receiving the report. The final written investigative report and the parties’ responses thereto shall be part of the record. 

f) 
The investigator will complete a written investigative report that includes summaries of all interviews conducted, photographs, descriptions of relevant evidence, the rationale for credibility determinations, summaries of relevant electronic records, and a detailed report of the events in question.  The written investigative report shall include at minimum, the following information:

· The name and gender of the complainant and, if different, the name and gender of the person reporting the allegation; 

· A statement of the allegation, a description of the incident(s), and the date(s) and time(s) (if known) of the alleged incident(s); 

· The date that the complaint or other report was made; 

· The date the respondent was interviewed; 

· The names and gender of all persons alleged to have committed the alleged violation;

· The names and gender of all known witnesses to the alleged incident(s);

· The dates that any relevant documentary evidence (including cell phone and other records as appropriate) was obtained; 

· Any written statements of the complainant or the alleged victim if different from the complainant;

· The date on which the College deferred its investigation and disciplinary process because the complainant filed a law enforcement complaint and the date on which the College resumed its investigation and disciplinary process (if applicable); and

· The outcome of the investigation.

g)  
The investigator will forward the written investigative report to the Title IX Coordinator, if the Title IX Coordinator did not conduct the investigation.

S.  Determination of Title IX Coordinator and Corrective Action Report.

1. 
The Title IX Coordinator will determine whether there is a preponderance of the evidence to find that the respondent violated this Policy as alleged.  In most cases, this should occur within five (5) workdays of receiving the written investigative report. The "preponderance of the evidence" standard requires that the weight of the evidence, in totality, supports a finding that it is more likely than not that the alleged violation occurred. 

2.  
If the Title IX Coordinator finds that the evidence does not prove by a preponderance of the evidence that the respondent committed the alleged violation, the matter will be closed. The Title IX Coordinator will make the determination in writing and distribute the written investigative report with such finding to the complainant and the respondent concurrently. All parties to whom the written investigative report is distributed pursuant to this Policy should maintain it in confidence. Both the complainant and the respondent may appeal the finding under the procedure described below.

3.  
If the Title IX Coordinator finds by a preponderance of the evidence that a violation of this Policy did occur, the Title IX Coordinator will make the determination in writing and distribute the written investigative report with such finding to the complainant and the respondent concurrently. All parties to whom the written investigative report is distributed pursuant to this Policy should maintain it in confidence.  Both the complainant and the respondent may appeal the finding under the procedure described below.

4.  
When the Title IX Coordinator finds that a violation has occurred, he or she also shall write a separate written corrective action report that will contain recommendations for steps that should be taken to prevent recurrence of any such violation and to remedy any discriminatory effects. If interim measures as described above have been taken, the written corrective action report shall include a recommendation regarding continuation, suspension or modification of any such interim measures.  The Title IX Coordinator shall distribute the written corrective action report to the complainant and respondent concurrently.  In most cases, the written corrective action report should be completed within five (5) workdays after the distribution of the written investigative report.  The written investigative report and the corrective action report may be submitted concurrently.  The Title IX Coordinator also shall provide the written investigative report and the written corrective action report to the appropriate College official, as described below.

5.  
If the respondent is a student, the Title IX Coordinator will forward the reports to the Dean of Student Success and Academic Advancement. Within ten (10) workdays, the Dean of Student Success and Academic Advancement or his/her designee shall determine and impose appropriate sanctions, as described below. The respondent and the Title IX Coordinator shall receive written notification of sanction(s).  When the respondent is a student, within five (5) workdays of receipt, the Title IX Coordinator may disclose to the complainant the sanctions imposed on the respondent that directly relate to the complainant as permitted by state and federal law, including the Federal Educational Rights and Privacy Act (FERPA) and the Virginia Freedom of Information Act, when such disclosure is necessary to ensure the safety of the complainant. The Title IX Coordinator also may disclose in writing to the complainant the final results of a disciplinary proceeding involving the respondent with regard to an alleged forcible or non-forcible sex offense, act of stalking, domestic violence or dating violence on the complainant, as permitted by state and federal law including FERPA and the Virginia Freedom of Information Act. The disclosure of final results must include only the name of the student, the violation committed, and any sanction imposed by the College against the student.

6. 
If the respondent is an employee, the Title IX Coordinator will forward the reports to the appropriate Vice President.  Within ten (10) workdays, the appropriate Vice President shall determine and impose appropriate sanctions, as described below. The respondent and the Title IX Coordinator shall receive written notification of sanction(s). 

7. 
If the respondent is a third party (e.g., not a student or employee of the College), the Title IX Coordinator will forward the reports to Vice President for Financial and Administrative Services. Within ten (10) workdays, the Vice President for Financial and Administrative Services shall determine and impose appropriate sanctions, as described below. The respondent and the Title IX Coordinator shall receive written notification of sanction(s). The Title IX Coordinator may disclose to the complainant information as described above. 

8. 
The Title IX Coordinator will advise the respondent and the complainant of their right to appeal any finding or sanction in writing. The written notification also shall provide information on the appeals process. If the respondent does not contest the finding or recommended sanction(s), the respondent shall sign a statement acknowledging such.  The signed statement shall be part of the record.

T.  Informal Resolution.  

1. 

After receiving a request from both parties to resolve the complaint with the informal resolution process, the Title IX Coordinator will investigate the complaint or appoint a three-person panel representing College administrators to facilitate an effective and appropriate resolution.  Within three (3) workdays of such appointment, the Panel, the complainant, the respondent or the Title IX Coordinator may identify in writing any potential conflict of interest posed by assigning such official to the matter. The Title IX Coordinator will consider such statements and will assign a different individual to facilitate if it is determined that a material conflict of interest exists. Within five (5) workdays a written statement will be requested from the parties to be submitted within ten (10) workdays.  Each party may request that witnesses are interviewed.  Within ten (10) workdays of receiving the written statements, the Title IX Coordinator or panel will hold a meeting(s) with the parties and coordinate informal resolution measures.  The meeting(s) shall be documented in writing.  Each party may have one advisor of his or her choosing during any meeting; however, the advisor may not speak on the party’s behalf.  

2.  

The informal resolution process should be complete within thirty (30) days in most cases, unless good cause exists to extend the timeframe.  The parties will be notified in writing and given the reason for the delay and an estimated time of completion.  Any party may request in writing that the informal resolution process be terminated at any time, in which case the formal resolution process will commence.  In addition, any party can pursue formal resolution if he or she is dissatisfied with the proposed informal resolution. 

3. 
Any resolution of a complaint through the informal process must address the concerns of the complainant and the responsibility of the College to address alleged violations of the Policy, while also respecting the due process rights of the respondent.  Informal resolution remedies might include mandatory education, counseling, written counseling by an employee’s supervisor, or other methods. The complainant and respondent shall be provided with a copy of the final written report concurrently.  The final written report shall include the nature of the complaint, a meeting(s) summary, the informal resolution remedies applied, and whether the complaint was resolved through the informal resolution process. 

4. 
There is no right of appeal afforded to the complainant or the respondent following the informal resolution process.

U.  Sanctions & Corrective Actions. 

1. 
The College will take reasonable steps to prevent the recurrence of any violations of this Policy and to correct the discriminatory effects on the complainant (and others, if appropriate).  Sanctions for a finding of responsibility depend upon the nature and gravity of the misconduct, any record of prior discipline for similar violations, or both. 

2.  
The range of potential sanctions and corrective actions that may be imposed against a student includes but is not limited to the following: required discrimination or harassment education, a requirement not to repeat or continue the discriminatory, harassing, or retaliatory conduct, verbal or written warning, a no-contact order, written or verbal apology, verbal or written warning, probation, suspension, and dismissal from the College. 

3. 
Sanctions for faculty and staff shall be determined in accordance with the VCCS Policy Manual and the Department of Human Resource Management Standards of Conduct, respectively. Possible sanctions and corrective actions include required discrimination or harassment education, informal or formal counseling, reassignment, demotion, suspension, non-reappointment, and termination from employment.

4. 
Third parties, e.g., contractors, will be prohibited from having access to the campus. Depending on the violation, this prohibition may be permanent or temporary.

5. 
Title IX Coordinator will determine the final accommodations to be provided to the complainant, if any.

6.  
Sanctions imposed do not take effect until the resolution of any timely appeal. However, sanctions may take effect immediately when the continued presence of an individual on campus may threaten the safety of an individual or the campus community, generally.  Sanctions will continue in effect until such time as the appeal process is exhausted in such cases.

V. Appeals. 

Either the complainant or the respondent has the opportunity to appeal the outcome of the written investigative report or the sanction(s) recommended.  Appeals shall be conducted in accordance with the applicable grievance procedures described in the Student Handbook, VCCS Policy Manual, and the Grievance Procedure Manual of the Department of Human Resource Management. Third parties may request that the College reconsider its decision in writing to the Vice President for Financial and Administrative Services with a copy to the Title IX Coordinator. 

W. Academic Freedom and Free Speech. 

1. 
This Policy does not allow censorship of constitutionally protected expression.  Verbal or written communications, without accompanying unwanted sexual physical contact, is not sexual violence or sexual assault.  Verbal or written communications constitute sexual harassment only when such communications are sufficiently severe, pervasive, and objectively offensive that they undermine and detract from an employee’s work performance or a student’s educational experience.

2. 
In addressing all complaints and reports of alleged violations of this Policy, the College will take all permissible actions to ensure the safety students and employees while complying with any and all applicable guidance regarding free speech rights of students and employees.  This Policy does not apply to curriculum, curricular materials, or abridge the use of particular textbooks. 

X. False Allegations. 

Any individual who knowingly files a false complaint under this Policy, who knowingly provides false information to College officials, or who intentionally misleads College officials who are involved in the investigation or resolution of a complaint may be subject to disciplinary action, up to and including dismissal for students and termination of employment for faculty and staff. An allegation that cannot be proven by a preponderance of the evidence is not necessarily proof of knowingly filing a false complaint.

Y. Consensual Relationships. 

Consenting romantic and sexual relationships between faculty and students, although not expressly forbidden, are generally deemed unwise and are strongly discouraged. Consent by the student in such a relationship may be suspect, given the fundamentally asymmetric nature of the relationship. The relationship also may be viewed in different ways by each of the parties, particularly in retrospect. Furthermore, circumstances may change, and conduct that was previously welcome may become unwelcome. 

Z. Record Keeping.

The Title IX Coordinator shall maintain, in a confidential manner, for at least five (5) years, paper or electronic files of all complaints, witness statements, documentary evidence, written investigative reports, written corrective action reports, sanctions, appeal hearings and associated documents, the responses taken campus personnel for each complaint, including any interim and permanent steps taken with respect to the complainant and the respondent, and a narrative of all action taken to prevent recurrence of any harassing incident(s), including any written documentation.
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*Inactive date is the issued date: 


plus 2 years for a Group I,


plus 3 years for Group II, or


plus 4 years for Group III.





**Note:  FLSA exempt employees may be suspended in whole days only.





***Note:  Salary reduction of at least 5% is required.


Also requires HR approval








WORKERS’ COMPENSATION


Panel Physicians Form         


      








The Virginia Workers’ Compensation law requires your employer to provide to you a Panel of at least three physicians. You must select a physician from this Panel to treat your work related injury. If you do not use one of these physicians for your work related injury, you may be responsible for the cost of medical care.  





Please select a physician from this Panel, complete and sign this form and return it to Human Resources. HR should immediately return this form to MANAGED CARE INNOVATIONS (MCI) at P.O. Box 1140, Richmond, VA 23218-1140.  Phone 804/649-2288.  Fax 804/371-2556. 





Please choose from the following list by writing the physician’s name and signing the form. Return the form to Human Resources for filing with the claim application. 






































If the CorVel PPO Physician is checked yes, please say the following when making your appointment with the doctor:  “I am a Commonwealth of Virginia employee and you are listed as a participant in the CorVel “CorCare” PPO network and I have been directed to seek your services.”





Employee





By signing this form, I release all medical information to Managed Care Innovations. All information will be considered confidential and used only in the matter of the workers’ compensation claim. 





I have been presented with a panel of at least three physicians and have selected





Dr. ___________________ to provide me with medical care for my work related injury. 





Signed: ________________________________________________Date: __________________


					NAME


Printed: ________________________________________________ Date of Injury: ___________


					NAME


Social Security Number: ______________________________________





Updated August 2011





�





Revised 7/03





3)  Centra Medical Group-


      Danville Ortho & Rehab


      Dr. Mark Coleman


NAME


404 Airport Drive


ADDRESS


Danville, VA 24540





434.797.1383


PHONE





CorVel PPO Physician








2)  Piedmont Family & 


     Occupational Medicine


NAME


219 Parker Road


ADDRESS


Danville, VA 24541





434.791.7366


PHONE





CorVel PPO Physician








1)   Centra Medical Group Piedmont Prime Care-Occ Health      


NAME


130 Enterprise Dr.& 404 Airport Dr.


ADDRESS


Danville, VA 24541





434.791.2273 	    434.791.2612


PHONE





CorVel PPO Physician
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