The results of the Exit Interview shall remain confidential. Only the Chief Personnel Officer
or his/her designee, the Senior Leadership Team and the Board of Trustees shall have
access to the completed forms. The Director of Human Resources shall compile the data
resulting from the completed forms and present the data quarterly in a practicable and
understandable manner to the Senior Leadership Team. Any and all concerns will be
presented to the Personnel Committee of the Board of Trustees.
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Employment Matters

Release from Contract
To detail the College’s expectation of notice from an employee desiring
release from contract

The College enters into the Contract for Employment with the intent to fulfill
all of its conditions. An employee desiring release from contract should notify
the President of the College in writing at least 30 calendar days prior to the

effective date of his/her request for release.

(Revised: )
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Employment Matters

Employment of Relatives

To state the College’s policy regarding employment of relatives

It is the policy of Randolph Community College that present and prospective
employees shall be evaluated on the basis of individual merit, without respect to
race, color, sex, religion, national origin, political affiliation, sex, age, handicap or
any other factors not involving professional qualifications and performance. In
accordance with the policy principle, the following restrictions are adopted to avoid
the possibility of favoritism based on family relationships for all employees of the
College:

(1) The College shall not employ two or more persons concurrently who are
closely related by blood or marriage in positions which would result in one
person of such family relationship supervising another closely related person
or having a substantial influence over employment salary or wages, or other
management or personnel actions pertaining to the close relative.

(2) "Closely related" is defined to mean mother, father, brother, sister, son,
daughter, father-in-law, mother-in-law, son-in-law, daughter-in-law, sister-in-
law, brother-in-law, grandmother, grandfather, grandson, granddaughter,
uncle, aunt, nephew, niece, husband, wife, first cousin, step-parent, step-child,
step-brother, step-sister, guardian or ward.

(3) With respect to the concurrent service of closely related persons within the
same academic department or other comparable college subdivision of
employment, neither relative shall be permitted, either individually or as a
member of a committee, to participate in the evaluation of the other relative.

(Revised: )
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Employment Matters

Temporary Personnel/Adjunct Faculty

To state the procedures for hiring temporary personnel which includes part-
time (adjunct) faculty

The employment of temporary personnel, which includes part-time (adjunct) faculty,
does not follow the usual employment procedures. When vacancies occur, the
Department Chair and Program Head or Coordinator reviews applications on file and
if a candidate is found, interviews and initiates the hiring process. The Dean of
Curriculum Programs has the final authority in the hiring process.

Where no applications are on file, the Department Chair, Program Head, or
Coordinator contacts the Adjunct Faculty Coordinator to request an advertisement
be placed for the position.

Employment of part-time (adjunct) faculty is on a semester-by-semester basis.

(Revised: 5/17/07 )
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Employment Matters

Reference of a Former Employee

To describe the procedure for handling former employee reference requests

It will be the policy of the College with regard to a former employee to confirm
the person’s name while employed, dates of employment, and position(s) held. All
employee references should be given by the Human Resources Office with the
assistance of payroll only.

(Revised: 7/19/07 )
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Employment Matters

Reduction In Force

To state Randolph Community College’s policy regarding Reduction in Force (RIF)

In the event of a shortage of funds or work, the abolishment of a program or position, or other
material changes within the organization, Randolph Community College may find it necessary
to separate an employee. Retention of employees will be based upon a thorough evaluation
by senior management of specific programs, the need for particular positions, and the relative
value of specific positions that allow the College to provide the highest level of service
possible with a reduced work force.

The College’s guidelines for reduction in force shall include at a minimum the following
criteria:

1) Determination of the number of positions which must be eliminated to operate within the
funding available.
2) The feasibility of eliminating entire programs or parts of programs.
3) Identification of areas where the number of positions must be reduced or eliminated.
4) ldentification of the classification of positions to be eliminated to determine whether
personnel can be interchanged with other work units.
5) Exploration of measures which would avoid the involuntary separation of employees.
6) Evaluation of employees subject to reduction in force by using the following criteria, where
possible, and others where appropriate:
» Needs of the College to deliver services
» Relative skills, knowledge, productivity, and value of employees to the operation.

Notification Requirements

The College will notify the employee in writing of impending separation as soon as possible
and in any case not less than 30 calendar days prior to the effective date of separation.
Notification can be made through either a hand delivered notice or through certified mail-return
receipt requested. The notification shall include: a) the date of separation, b) the reasons for
the reduction in force and c) an explanation of benefits.

(Revised:  7/17/08, 7/16/09)



Reduction in Force Rights

Employees who have received official written notification of separation due to reduction in
force are eligible for priority reemployment consideration for twelve months from the date of the
official notification. All permanent full-time and permanent part-time employees are eligible for
this reemployment consideration. Probationary and temporary part-time employees are not
eligible.

As a RIF employee, the individual would have priority reemployment rights to the same type
position, salary grade, and salary held at the time of official written notification. In addition, RIF
employees have priority over all applicants who are not Randolph Community College
employees. RIF employees will receive equal consideration with applicants who are existing
Randolph Community College employees. RIF employees must complete a Randolph
Community College application for any vacant position for which they desire to apply. All RIF
applicants who apply for positions with a salary grade below or equal to their salary grade
when officially notified of the reduction in force separation will be given an interview provided
they complete the Randolph Community College application, meet the minimum requirements
of the position, and are capable of performing the job in a reasonable length of time including
the normal orientation and training given any new employee. If the RIF employee meets these
conditions, he/she will be offered the vacant position prior to employing anyone who is not a
current RCC employee.

A RIF employee who accepts a position at the same or lower salary grade shall be paid at the
same salary as that paid at the time of notification of separation by reduction in force unless
the salary exceeds the maximum of the position to which the employee is transferring. Priority
reemployment rights shall continue to exist for any RIF employee who accepts a position at a
salary grade lower than the grade of the position held when officially notified of the reduction in
force. Priority reemployment rights would cease immediately for any employee placed on a
probationary status for disciplinary reasons.

RIF employees who are transferred to different positions may be placed on a six month
probationary status if the new position held is not the same position as previously held.

Any RIF employee who declines an interview or job offer that is equal or higher than their
salary grade and salary rate held at the time of the official reduction in force notification will
forfeit their priority reemployment rights.

Benefits
The official reduction in force notification letter will contain a complete description of all benefits
afforded to employees who are to be separated.
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Employment Matters

Criminal Background Checks

To state College policy and procedure regarding employee criminal background and credit
checks.

Policy Statement

Randolph Community College recognizes its responsibility to provide the safest
possible environment for students, visitors, faculty, staff, and physical resources.
Therefore, Randolph Community College may conduct criminal background checks
on all final candidates for employment who accept an offer of full-time employment.

Procedure

Prior to conducting the criminal background check, the Chief Personnel Officer or
his/her designee will obtain the signed, written consent form from the potential
employee and forward to the Human Resources Office. The refusal to consent to a
criminal records check as is required on the employment application will result in the
applicant not being offered employment, or if a conditional offer has been made, the
offer will be withdrawn, or the employee’s employment will be terminated, as
applicable.

If a person omits information or gives false information concerning his or her criminal
history on his or her employment application, background check form, resume, or any
other required or submitted application-related document, that person may not be
offered employment. If the person has been hired or offered employment conditioned
on the results of a criminal history check, the person will be subject to disciplinary
action up to and including dismissal or the offer of employment will be withdrawn, as
applicable.

The results of criminal convictions will be considered in hiring, discipline, dismissal,
and other personnel decisions. If an applicant’s or employee’s criminal history or the
resulting additional background check indicates that the person poses a threat to the
physical safety of students or personnel or that the person has demonstrated that he
or she does not have sufficient integrity, honesty, ethics, or other traits to fulfill his or
her duties as a College employee, then the person’s offer of employment will be
withdrawn or the person’s employment will be terminated. All newly-hired full-time
employees may be employed conditionally pending the review of the criminal records
check and any resulting additional background investigation.

If an employee is charged with a felony or misdemeanor other than a minor traffic
violation, he or she shall notify the College President or the President’s Executive
Assistant within 2 working days of the time he or she is released after being charged

(Revised: 7/17/08, 09/17/09)



with the offense. Failure to do so may result in the employee’s immediate dismissal.

The College will require an applicant to agree to credit checks for positions which
have access to cash, checks, credit card transactions, or bank account information. A
credit check will be required for all Senior Leadership Team members. When RCC
collects credit information, such checks will be consistent with the guidelines set forth
by the federal Fair Credit Reporting Act (FCRA). The Act requires organizations to
obtain a candidate’s written authorization before obtaining a credit report. When
applying for such a position, the refusal to consent to a credit check will result in the
applicant not being offered employment, or if a conditional offer has been made, the
offer will be withdrawn or the employee’s employment will be terminated, as
applicable.

Randolph Community College also requires criminal background checks (state and
national) and Office of the Inspector General reviews on current employees in health
sciences programs or any other academic program area when necessary to comply
with specific terms of partnering agency agreements.
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Employment Matters

Disability Accommodation

To state the College’s policy on disability accommodation

(Revised: )

Randolph Community College is committed to full compliance with the Americans with
Disabilities Act (ADA) and ensuring equal opportunity employment for qualified
persons with disabilities.



(Revised: )
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Employment Matters

Immigration Law Compliance

To state the College’s policy on immigration law compliance

Randolph Community College is committed to employing only United States Citizens
and aliens who are authorized to work in the United States and does not unlawfully
discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new
employee, as a condition of employment, must complete the Employment Eligibility
Verification Form I-9 and present documentation establishing identity and employment
eligibility. Former employees who are rehired must also complete the form if they have
not completed an 1-9 with the College within the past three years, or if their previous I-9
is no longer retained or valid.



(Revised: )
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Employment Matters

HEALTH INSURANCE PORTABILITY AND
ACCOUNTABILITY\COMPLIANCE (HIPAA) POLICY

To state the College’s policy regarding HIPAA requirements

Randolph Community College is not a covered entity as defined by HIPAA; however,
we do maintain health care and related plans that are subject to HIPAA requirements.
Thus, RCC has made the decision that HIPAA privacy and security provisions will
apply to protected health information (PHI) maintained by RCC.

HIPAA regulations will be followed in administrative activities undertaken by assigned
personnel when they involve PHI in any of the following circumstances: health
information privacy, health information security and health information electronic
transmission.

RCC will consider any breaches in privacy and confidentiality of handling of PHI to be
serious and disciplinary action will be taken in accordance with our policies.



(Revised:
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Employment Matters

Veterans Preference

To describe the College’s policy for Veterans preference

In our hiring decisions Randolph Community College will provide an employment
preference for veterans, and their spouses, or surviving spouses, or dependents, as
defined in G.S. 128-15 and per the NC Administrative Code. Per G.S. 128-15, “It shall
be the policy of the State of North Carolina that, in appreciation for their service to this
State and this country during a period of war, and in recognition of the time and
advantage lost toward the pursuit of a civilian career, veterans shall be granted
preference in employment with every State department, agency, and institution.”

For all otherwise qualified applicants for positions with Randolph Community College, a
preference shall be awarded to all eligible veterans who are citizens of the State and
who served the State or the United States honorably in either the army, navy, marine
corps, nurses' corps, air corps, air force, coast guard, or any of the armed services
during a period of war. This preference applies to initial employment with Randolph
Community College and extends to other employment events including subsequent
hiring, promotion, reassignment, and lateral transfer.

Definition of Terms

(1) Veteran - A person who served in the Armed Forces of the United States on
active duty, for reasons other than training, and has been discharged under other
than dishonorable conditions.

(2) Eligible veteran:

a. A veteran who served during a period of war; or

b. The spouse of a disabled veteran; or

c. The surviving spouse or dependent of a veteran who dies on active duty
during a period of war either directly or indirectly as the result of such
service; or

d. A veteran who suffered a disabling injury for service related reasons
during peacetime; or

e. The spouse of a veteran described in subdivision d. of this subsection; or

The surviving spouse or dependent of a person who served in the Armed

Forces of the United States on active duty, for reasons other than

training, who dies for service related reasons during peacetime.

(3) Preference -Among equally qualified candidates, a veteran or eligible veteran, as
described above, will be selected to fill the position.

-

)



Index: VIA?20
Page: lofl
Adopted:  7/17/08

Employment Matters

Personnel File

To state the College’s personnel file policy

Under the jurisdiction of the board of trustees, the College shall maintain a record of
each of its employees, showing the following information with respect to each employee:
name, age, date of original employment or appointment, current position, title, current
salary, date and amount of most recent increase or decrease in salary, date of most
recent promotion, demotion, transfer, suspension, separation, or other change in
position classification, and the office to which the employee is currently assigned
(Statute 115D-28).

All information contained in a personnel file, except as otherwise provided in Article 2A
of Chapter 115D of the NC General Statutes, is confidential and shall not be open for
inspection and examination except to the following persons:

(1) Employee, applicant for employment, former employee, or his properly
authorized agent;

(2) President and other supervisory personnel;

(3) Members of the board of trustees and the board’s attorney;

(4) Party by authority of a subpoena or proper court order may inspect and
examine a particular confidential portion of an employee’s personnel file; and

(5) An official of an agency of the federal government, State government or any
political subdivision thereof.

For complete details on access to information in personnel files, please refer to Statute
115D-29.

(Revised: )



(Revised:

Index:
Page:

Adopted:

Employment Matters

Conflict of Interest

To identify the general statute on conflict of interest to which all trustees
and employees must adhere

VIB1
lofl
4/15/99

All local trustees and employees of community colleges covered under
Chapter 115D-26 must adhere to the conflict of interest provisions found in
G.S. 14-234 and G.S. 133-32.

07/18/02)
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Employment Matters

Secondary Employment

To state the College’s policy on other business interests and additional employment
of full-time employees and to implement 23 NCAC 02C.0210.

Policy Statement

It is the policy of Randolph Community College that primary employment
responsibilities for permanent full-time employees are to the College. Any other
employment, in which an employee engages, including any part-time or adjunct
college contract not included in a full-time employee’s job responsibilities, is
considered secondary.

Secondary employment shall not be permitted when it would (1) create either directly
or indirectly a conflict of interest with the primary employment or (2) impair in any way
the employee’s ability to perform all expected duties during the employee’s normally
assigned working hours, to make decisions and carry out in an objective fashion the
responsibilities of the employee’s position at the College.

Therefore, the Randolph Community College Board of Trustees shall approve or
disapprove any secondary employment of the President. Further, the President, or the
President’s designee, shall approve or disapprove any secondary employment of any
permanent full-time employee prior to that employee engaging in the secondary
employment.

Procedure

As a means of documenting that secondary employment does not have an adverse effect
on the primary employment and does not create a conflict of interest, employees must
seek approval for secondary employment prior to engaging in secondary employment.
Approval of secondary employment may be withdrawn at any time if it is determined that
secondary employment has an adverse impact on primary employment.

1. The employee shall complete and submit a Secondary Employment Form to
the President, or the President’s designee, for approval for all secondary
employment.

2. If secondary employment is for a teaching position it shall be updated each
semester.

(Revised:  04/21/05, 7/17/08)
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Employment Matters

Grievance and Due Process

To state the College’s policy regarding the resolution of employee grievances alleging action prohibited by
law.

Policy Statement

Randolph Community College recognizes that employees have the right to prompt and
equitable resolution of employee complaints. Therefore, it is the policy of Randolph
Community College that the College provide a structured grievance and due process
mechanism with the goal of resolving employee complaints at the lowest level of the
supervisory chain. These complaints can include, but are not necessarily limited to, alleged
violations of the First Amendment of the U.S. Constitution, Titles VI and VII of the Civil Rights
Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation
Act of 1973, the Americans with Disabilities Act of 1990, and conditions of the work
environment.

Procedure

Internal Process

The grievant will initially make his/her immediate supervisor aware of the grievance  within
15 business days of the event or condition that is the basis for the grievance. If the grievance
is against the immediate supervisor, the grievance may be taken to the next appropriate
supervisor. If both are involved, continue moving to the next appropriate supervisor. If the
grievance cannot be discussed with the appropriate level, the reason it cannot be discussed at
the appropriate level should be part of the grievance. If the grievance is not resolved at the
supervisor level within 15 business days after the supervisor has been officially notified of the
grievance, the grievant will request in writing a hearing of the grievance at the next level in the
College's organizational structure. This procedure will be followed in 15 business day
increments until the grievance is resolved or the President of the College has acted as the
College’s final administrative authority in resolution of the grievance. Decisions at each level
of the College’s organization structure must be submitted to the grievant in writing.

Neither the grievant nor the supervisor/member of the administration shall have legal
representation present during any internal grievance hearing. The Chief Personnel Officer or
his/her impartial designee shall be present to insure fairness and civility in all internal
grievance hearings.

Hearing Process

If the grievance has not been resolved at the final step in the College's organizational
structure (the President), the grievant may appeal to the Personnel Committee of the
Board of Trustees only if there has been violation of policy in the conduct of the College

(Revised:  10/19/00,7/19/01,7/17/03,10/13/05,
3/16/07, 07/17/08)



grievance procedure or because of actions that are prohibited by the First Amendment
of the U.S. Constitution, Title VI and VIl of the Civil Rights Act of 1964, Title IX of the
Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 and the
Americans with Disabilities Act of 1990, but not merely because the grievant disagrees
with the decision of the President.

Within 30 days of the receipt of the President’s written decision, the grievant will contact
the President and the Personnel Committee of the Board of Trustees in writing,
requesting a hearing before the Personnel Committee of the Board of Trustees relative
to the grievance. All written evidence for review must be included with the request for a
hearing, including the specific violation of policy and/or the specific violation of the First
Amendment of the U.S. Constitution, Title VI and VIl of the Civil Rights Act of 1964, Title
IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973
and the Americans with Disabilities Act of 1990 that occurred during the grievance
process.

Within ten business days of receiving the employee’s written evidence for review, the
Personnel Committee shall notify the employee, in writing by certified letter, delivered to
his/her residence address on record at the College, as to whether the evidence
presented is sufficient to justify a hearing before the Personnel Committee and the
specific date, time and place of the hearing. The hearing date will be no more than 30
business days from the original date of the notification by the Personnel Committee of
his/her right to be heard by the committee

The hearing shall be before the Personnel Committee. The employee shall have the
right to present witnesses and evidence, to cross-examine witnesses and to be
represented by counsel. Again, the employee shall have the burden of showing how a
College policy has been specifically violated in the conduct of the grievance procedure
and/or establishing a prima facie showing of action which is prohibited by the First
Amendment of the U.S. Constitution, Title VI and VIl of the Civil Rights Act of 1964, Title
IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973
and the Americans with Disabilities Act of 1990. If, in the Committee's opinion, the
employee fails to establish a prima facie case, the hearing shall be terminated. If the
Committee determines that the employee has established a prima facie case, the
hearing shall be adjourned for a period of not more than fifteen business days, with the
Committee specifying at the adjournment the date on which the hearing shall resume.

When the hearing resumes, the President, his/her counsel, or delegate, shall have the
burden of going forward with the evidence and satisfying the Personnel Committee that
the action taken did not violate the rights of the employee as protected by the First
Amendment of the U.S. Constitution, Title VI and VIl of the Civil Rights Act of 1964, Title
IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973
and the Americans with Disabilities Act of 1990. The President, his/her counsel, or
delegate, shall be entitled to present withesses and evidence and cross-examine
withesses. At the conclusion of the President's evidence, the employee shall be given
an opportunity to dispute the President's evidence.

The Personnel Committee will not render a separate decision on the original grievance
itself, but rather will determine whether the grievant has received a fair hearing in
accordance with the College grievance procedure and whether the action taken violated
the rights of the employee as protected by the First Amendment of the U.S. Constitution,



Title VI and VII of the Civil Rights Act of 1964, Title IX of the Education Amendments fo
1972, Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities
Act of 1990. The Personnel Committee shall notify the employee of its decision in writing
within ten business days of the termination of the hearing.

If the Personnel Committee rules against the employee, the employee may appeal the
ruling to the full Board of Trustees. The appeal request must be in writing and should
include all materials presented in evidence before the Personnel Committee. At a time
designated by the Board Chairman, the full Board of Trustees shall meet in executive
session to review the matter and determine whether to grant an appeal hearing to the
employee. The employee will be notified in writing as to the decision of the Board of
Trustees on whether to grant an appeal hearing. If an appeal hearing is granted by the
full Board of Trustees, then notification to the employee and conduct of the hearing shall
be in the same manner as for the hearing before the Personnel Committee. The Board
of Trustees will not render a separate decision on the original grievance itself, but rather
will determine whether the grievant has received a fair hearing in accordance with the
College grievance procedure and whether the action taken violated the rights of the
employee as protected by the First Amendment of the U.S. Constitution, Title VI and VII
of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section
504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990.
The decision of the Board of Trustees shall be final.

Definition of Terms

(1) Prima Facie — A fact that will be considered to be true unless disproved by
contrary evidence; for example: A prima facie case is a case that will win
unless the other side comes forward with evidence to dispute it.

(2) Business Days — Full/normal operating schedule excluding weekends (Sat.
/Sun.) and holidays.

(3) Title VI of the Civil Rights Act of 1954 — Prohibits discrimination on the basis of
race, color, and national origin in programs and activities receiving federal
financial assistance.

(4) Title VIl of the Civil Rights Act of 1964 — Prohibits employment discrimination
based on race, color, religion, sex and national origin.

(5) Title IX of the Education Amendments of 1972 — No person in the United
States shall, on the basis of sex, be excluded from participation in, be denied
the benefits of, or be subjected to discrimination under any education program
or activity receiving Federal financial assistance.

(6) Section 504 of the Rehabilitation Act of 1973 — Section 504 forbids
organizations and employers from excluding or denying individuals with
disabilities an equal opportunity to receive program benefits and services. It
defines the rights of individuals with disabilities to participate in, and have
access to, program benefits and services.

(7) Americans with Disabilities Act of 1990 — Prohibits discrimination against
people with disabilities in employment, transportation, public accommodation,
communications, and governmental activities
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Disciplinary Policy
Disciplinary Policy
To state the College’s disciplinary policy

There are three types of disciplinary procedures for performance issues:
1. Unsatisfactory Performance Review:

Following an annual evaluation or a 6 month review that determines “employment is
contingent upon improvement,” the employee will automatically be placed on a
probationary employment status for a maximum of 90 days. The supervisor will set
deadlines for improvement for the employee using the performance improvement plan
and will monitor the progress in writing and meet with employee on a regular and
reasonably frequent basis. At the end of the probationary period, the supervisor will
recommend either that probationary status end, be extended, or that employment be
terminated. The employment status is “at will” and during the probationary period the
employer can terminate employment at any time. Also refer to Policy VI A5.

2. For Performance Issues During a Contract Period:

During a contract period depending on the severity of the performance issue a
supervisor has the options:

a. To give a documented verbal warning at any time and provide professional
development activities to improve performance. This does not constitute
probation.

b. To give a written warning that does not constitute probation. IF improvement
isn’t sufficient, the next step is to place the employee on probation.

c. To place the employee on probation along with a performance improvement
plan. During the probationary period the employment status is “at will” and the
employer can terminate the employment at any time.

3. Dismissal:

a. Permissible reasons for immediate dismissal are located in Policy VI B 5.
b. Non-tendering of a new contract with or without cause-located in Policy VI A8.

(Revised: )
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Employment Matters

Permissible Reasons for Dismissal

To detail the reasons for which an employee may be dismissed at any
time with or without a probationary period.

Dismissal of an employee may occur for the following reasons:

(1)

()

®3)

(4)

(®)

(6)

()

Failure to competently perform the duties of the position for which
he/she was employed.

Failure to serve in capacities complementary to his/her related
position, such as student advisor, committee member, and other
similar duties.

Conviction of a crime involving moral turpitude or a felony. (An
employee may be suspended if charged with a felony or a crime
involving moral turpitude.) an employee is charged with a felony or
misdemeanor other than a minor traffic violation, he or she shall
notify the College President or the President’'s Executive Assistant
within 2 working days of the time he or she is released after being
charged with the offense. Failure to do so may result in the
employee’s immediate dismissal.

Failure to demonstrate progress in professional performance within
a reasonable time, if such progress has been requested in a
contract evaluation, terms or conditions of probation, and/or
Performance Improvement Plan.

Insubordination (a direct refusal to perform assigned work or follow
an order) or failure to cooperate with other members of the faculty
and staff to the extent that, in the opinion of the President,
dissension interrupts the orderly performance of duties (including
gross negligence of safety rules and violations as determined by
OSHA).

Violation of Civility in the Workplace Policy- Section VI B 11 of the
handbook.

Failure to comply with rules, regulations, and policies of the State
Board of Community Colleges, the Board of Trustees, or lawful
directions of the President or other outside agencies with whom the
College partners in educational activities.

(Revised: 10/19/00, 04/15/04,

03/16/07, 7/17/08)



Other Reasons for Termination of Employment

The employment of any Randolph Community College employee may be
terminated by the President because of:

(1) Bona fide institutional financial exigency, or

(2) Major curtailment or elimination of a teaching position or a program.
The determination of whether a condition of financial exigency
exists or whether there shall be a major curtailment or elimination of
a teaching or a public service program shall be made by the
President.

(3) The lists of reasons for dismissal are not all inclusive. RCC
reserves the right to accelerate or amend this list as specific
infractions occur that affect the safe and efficient operation of the
College.

Please refer to policy VI A 5 and VI A 7 for additional information on
disciplinary action and basis of employment.
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Employment Matters

Due Process Requirements for Dismissal

To state the due process procedures for dismissal of an employee within a contract
period.

Pre-dismissal Meeting - The meeting will be scheduled by the appropriate Vice President
and President who has reason to believe that an employee is subject to one or more of
the permissible reasons for dismissal. The meeting will include as a minimum: (1) oral or
written notice of the charges against the employee; (2) an explanation of the
administrator's evidence; and (3) an opportunity for the employee to present his/her side
of the story. To ensure fairness to all employees, the Chief Personnel Officer or his/her
designee will be present at the meeting. Following the meeting, the administrator will
consider whether the employee's responses warrant a different action than dismissal.
After the meeting , the administrator will inform the employee of the decision.

Post Dismissal Due Process - If an employee is dismissed prior to the expiration of his/her
contract, he/she may within ten business days request a hearing before the Personnel
Committee of the Board of Trustees only if he/she can provide prima facie evidence showing
that the action taken violated the rights of the employee as protected by the First Amendment of
the U.S. Constitution, Title VI and VIl of the Civil Rights Act of 1964, Title I1X of the Education
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990, or violation of a college policy, but not merely because the grievant
disagrees with the decision of the President. Thereupon, the procedures outlined under the
Notice and Hearing Requirements Applicable to the Non-Tendering of a New Contract shall be
followed.

(Revised: 10/19/00, 7/17/08)
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Employment Matters

Political Activity of All Employees
(With the Exception of the President)

To state the policy of the College as to political activities of employees,
except the President

VIB7
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Randolph Community College recognizes the rights and obligations of
citizenship provided in the Constitution and laws of North Carolina and the
United States, including the right to run for and hold a political office.

The following policy restrictions apply to any employee of the College, except
to the president:

1.  Any employee who decides to run for a public office (partisan or
nonpartisan) shall notify the Board of Trustees through the President of
his/her intention to run and certify that he/she will not campaign or
otherwise engage in political activities during his/her regular work hours
or involve the College in his/her political activities.

2. Any employee, who is elected to a part-time public office, shall certify
through the President to the Board of Trustees that his/her office will not
interfere with his/her carrying out the duties of his/her position with the
College, or request leave to carry out these duties.

3.  Any employee, who is elected or appointed to a full-time office, including
but not limited to the General Assembly, shall be required to take a leave
of absence without pay upon assuming that office. The length of the
leave of absence shall be determined by the local Board of Trustees.

4.  Any employee who becomes a candidate for public office shall be
prohibited from soliciting support during his/her regular work hours. The
employee in question is prohibited from soliciting support on College
property unless otherwise authorized by the local Board of Trustees.

5. No employee shall involve the College in political activities.

(Revised: 7/17/08 )
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Employment Matters

Standards of Dress and Personal Appearance

To state the College’s expectation of professional appearance by
employees

Employees of Randolph Community College are professional personnel.
Therefore, it is important that employees present professionalism in their dress
and appearance. Employees should make every effort to dress appropriately
for the activities required by the job while striving to represent themselves and
the College positively. If your supervisor feels that your personal appearance
is inappropriate, you may be asked to leave work and return appropriately
dressed for your position. Failure to comply can result in disciplinary action.
See your supervisor if you have questions concerning appropriate dress and
appearance.

(Revised: 7/17/08)
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Employment Matters

Harassment and Discrimination

To state RCC’s commitment to provide an environment for learning and
working that is free of discrimination and unlawful harassment and to
specify the process for reporting harassment

It is the policy of Randolph Community College to maintain a working
environment free from harassment and intimidation of any kind, including
harassment based on race, color, religion, gender, sex, national origin, age,
veteran status, disability, sexual orientation, or any other basis prohibited by
applicable law. Randolph Community College prohibits discrimination and
unlawful harassment including freedom from sexual harassment of its
employees and students in any form. RCC will take whatever steps are
necessary to achieve this type of environment for its employees and students.

Prohibited harassment can take the form of words, actions, or both. Examples
of harassment include: (1) epithets, slurs, negative stereotyping, and
threatening, intimidating, or hostile acts; (2) written or graphic material (for
example, pictures or cartoons) possessed, posted or circulated in the
workplace. No one should imply or threaten an employee or student that
unwelcome harassment (or refusal thereof) will have any effect on an
individual’'s employment, assignment, compensation, advancement, career
development, or any condition or term of employment.

Sexual Harassment:
(1) Quid Pro Quo Sexual Harassment:
a) Workplace benefit promised, given to, or withheld from harassee
by harasser
b) In exchange for sexual activity by harassee
¢) Generally accompanied by a paper trail (e.g., promotion, raise, or
termination paperwork).

(2) Hostile Environment Sexual Harassment:
Activity by harasser, toward harasee that
a) Is unwanted by the harasee.
b) Is based on harasee’s gender.
c) Creates for harassee a hostile or abusive work environment.
d) Unreasonably interferes with harassee’s ability to do his or her job.
e) Is sufficiently severe and/or pervasive.
f) Affects a term or condition of harassee’s employment.

Sexual Harassment conduct may result in disciplinary action up to and
including dismissal. Specifically, no supervisor/instructor shall threaten or

(Revised:  10/19/00, 01/17/02,
04/10/03, 7/17/08)



insinuate, either explicitly or implicitly, that any employee's or student's
submission to or rejection of sexual advances will in any way influence any
decision regarding the employee's or student's (where applicable)
employment, evaluation, salary, advancement, assigned duties, shifts, grades,
or any other condition of employment, career, or educational development.

Other sexually harassing conduct in the workplace, whether physical or verbal,
committed by supervisory or non-supervisory personnel is also prohibited.
This includes offensive sexual flirtation, advances, propositions, continual or
repeated abuse of a sexual nature, graphic verbal commentary about an
individual's body, sexually degrading words to describe an individual, and the
display in the workplace of sexually suggestive objects or pictures.

Retaliation or discrimination against an employee for reporting or complaining
about harassment is also prohibited. However, employee and students should
recognize that false accusations of harassment can have serious effects on
innocent employees. This form of misconduct will result in disciplinary action.

Randolph Community College trusts that all employees and students will act in
a responsible and professional manner to establish a pleasant working
environment free of discrimination and harassment.

Reporting:

Employees who have complaints of sexual or other unlawful harassment or
discrimination should report such conduct in writing to their supervisors. If this
is not appropriate, they should report such conduct in writing to the Director of
Human Resources.. Students should report such conduct to the Vice President
of Student Services. All complaints of sexual or other unlawful harassment or
discrimination will be handled in a timely and confidential manner. Where
investigations confirm the allegations, appropriate corrective action will be
taken.

Zero Tolerance Statement:

RCC is committed to maintaining a safe, healthy, and positive work and
learning environment. Since RCC is a public institution, all behavior which is
prohibited by federal, state, and local laws is prohibited on the campus or off
the campus during an institutional activity, function, or event and will be
referred to the proper authorities for action. Students and employees may be
suspended for disposition of court action for any violation of a criminal law
committed on campus or off campus at an instructionally sponsored function.
Additionally, students may be removed from classes and employees removed
from duty pending action on charges during an investigation or appeal for
reasons relating to his/her physical or emotional safety and well-being of other
students, faculty, employees, or College property.
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Employment Matters

Drug-Free Workplace: Policy and Procedures

To state the College’s policy regarding a drug-free workplace

Policy Statement

It is the policy of Randolph Community College (RCC) to provide employees and
students an environment that is free of drugs and alcohol. This policy is established to
ensure the safety and well-being of employees and students of RCC, as well as the
general public. All employees (full-time, permanent part-time, part-time, temporary, or
employed under College Work Study Program) and students are covered by this

policy.

It is the responsibility of all employees and students to become familiar with the
expectations of RCC and to comply with the provisions of this policy and to report to
their immediate supervisor or advisor any observed and/or suspected violations of this
policy. While visiting campus, members of the public are required to adhere to this
policy also.

Alcohol and drug abuse are legitimate concerns when they impact the College and
College related activities, whether on campus or at another location.

The College maintains the right to conduct random drug testing of employees as a
deterrent to drug usage/activity.

Note: In the event of a conflict between the provisions of this policy and related
federal/state laws or policies, the federal/state laws or policies shall always control.

Procedures

lllegal Drug Activity/Usage:

Randolph Community College does not differentiate between drug users, drug
pushers, or drug sellers. Any employee or student who possesses, uses, sells, gives,
or in any way transfers a controlled substance to another person, or manufactures a
controlled substance while at the workplace, on College premises, or as part of any
College related activity, will be subject to disciplinary action up to and including
termination or expulsion and reported to the appropriate law enforcement authority.

The College maintains the right to require drug testing upon suspicion of drug usage or
drug activity of a student or employee. A drug testing authorization form must be
completed by the College’s Human Resource Office and given to the suspected
student or employee and a copy forwarded to the health agency identified to conduct
the test. If the suspected student or employee does not complete the required drug
testing within the allotted timeframe, automatic dismissal may occur.

(Revised: 4/18/02,10/13/05, 3/16/07,

09/17/09)



Randolph Community College also requires drug testing on current employees in health
sciences programs or any other academic program area when necessary to comply with
specific terms of partnering agency agreements.

Screening and test results will be confidential with disclosure of results provided only
to approved persons in the Human Resources Office and those with a need to know.
RCC shall maintain as confidential records, separate from other personnel records, all
screening/drug test results

If an employee or student is convicted of violating any criminal drug statute while at the
workplace, on College premises, or as part of any College related activity, he or she
will be subject to disciplinary action up to and including termination or expulsion.
Alternatively, the College may require the employee or student to participate
satisfactorily in a drug abuse assistance or rehabilitation program, sponsored by an
approved private or governmental institution, as a precondition for continued
employment or enrollment at the College.

Each employee or student is required to inform the College in writing within five (5)
days after he or she is convicted for violation of any federal, state, or local criminal
drug statute where such violation occurred while at the workplace, on College
premises, or as part of any College-sponsored activity.

Convictions of employees working under federal grants, for violating drug laws at the
workplace, on College premises, or as part of any College sponsored activity, shall be
reported to the appropriate federal agency. The College Human Resource office must
notify the U.S. government agency with which the grant was made within ten (10) days
after receiving notice from the employee or otherwise receiving actual notice of a
violation of a criminal drug statute occurring in the workplace. The College shall take
appropriate disciplinary action within thirty (30) calendar days from receipt of the
notice. As a condition of further employment on any federal government grant, the law
requires all employees to abide by this policy.

Alcoholic Beverage Activity/Usage:

Any employee or student who possesses, uses, sells, or in any way transfers an
alcoholic beverage to another person while at the workplace, on College premises, or
as part of any College related activity will be subject to disciplinary action up to and
including termination or expulsion and reported to the appropriate law enforcement
authority.

Note: Exceptions to the information in the previous paragraph are:

(1) Designated employee(s), on a case by case basis, can be authorized by
the President of the College or the Board of Trustees Chair to
purchase and transfer unopened bottles of wine for off-campus
Foundation or Board of Trustees events.

(2) Students can be approved, on a case by case basis, by their instructor,
Department Chair, and campus security to possess alcoholic beverages for use
in a student project.

If an employee or student is convicted of violating any alcoholic beverage control
statute while at the workplace, on College premises, or as part of any College related
activity, he or she will be subject to disciplinary action up to and including termination
or expulsion. Alternatively, the College may require the employee or student to



participate satisfactorily in an alcoholic rehabilitation program, sponsored by an
approved private or governmental institution, as a precondition for continued
employment or enrollment at the College.

Each employee or student is required to inform the College, in writing, within five (5)
days after he or she is convicted of any alcoholic beverage control statute where such
violation occurred while at the workplace, on College premises, or as part of any
College related activity.

Disciplinary Action:

If an employee or student is determined to have violated any policy concerning open
display, consumption, or serving alcoholic beverages, and/or being under the influence
of any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana,
alcoholic beverage or intoxicant of any kind (except as directed by a qualified
physician) while at the workplace, on College premises, or as part of any College
related activity (unless approved by the Board of Trustees for specific events held off
campus), he or she will be subject to disciplinary action up to and including satisfactory
participation in a drug abuse assistance or rehabilitation program, termination or
expulsion. Disciplinary action may be subject to review through procedural Due
Process as outlined in the Personnel Handbook and Policy Manual and/or the Student
Handbook.

Resources for Help

Students:

Individual confidential counseling sessions will be available in Student Services during
normal operating hours. Students should contact Student Services for further
information.

Employees:
Employee Assistance Program
(Contact the College Human Resource Office for contact information)

Employees/Students:

Sandhills Mental Health Center

Alcoholics Anonymous

Narcotics Anonymous

Poison Control Centers

Contact Crisis Line

(Contact an RCC Counselor or the College Human Resource Office for contact information for
these agencies)

Vocabulary

Controlled Substance: Any drug listed in Title 21 Code of Federal Regulations (CFR)
Section 1300 (Definitions relating to controlled substances) and other federal
regulations, as well as those listed in Chapter 90, Article V (North Carolina Controlled
Substances Act) of the North Carolina General Statues. Such drugs include, but are
not limited to heroin, marijuana, opium, cocaine, PCP, as well as, “legal drugs” which
are not prescribed by a licensed physician.



Alcoholic Beverage: Includes beer, wine, whiskey, and any other beverage listed in

Chapter 18B (Regulation of Alcoholic Beverages) of the General Statutes of North
Carolina

Conviction: A finding of guilt (including a plea of nolo contendere) or in the
imposition of a sentence by a judge or jury in any federal or state court.
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Employment Matter

Civility in the Workplace

To describe Randolph Community College’s policy regarding civility and
professional respect in the workplace.

Position Statement

It is crucial to Randolph Community College’s future that we create on this campus a
cultural environment that is marked by civility in the workplace. This civility means that
this should be a place where people treat one another respectfully, speak to one
another courteously, and behave in such a way that creates a workplace environment
that is marked by trustworthiness, honest but polite communication, and interpersonal
interactions that are both personally cordial and professionally appropriate.

Purpose

The commitment to civility in the workplace is designed to accomplish two major goals:
(1) to create a work environment that will encourage more engagement in the institution
on the part of its employees, and (2) to provide better customer service as a result of
the improved level of engagement and teamwork.

Principles for Ensuring Equity, Civility and Respect for All

)

Randolph Community College will foster an environment in which all people behave in
a manner that engenders mutual respect, treating each other with courtesy and civility
regardless of position or status in the College. This is true even in situations of high
pressure and urgency. Rude, disrespectful behavior is unwelcome and will not be
tolerated.

Our community is one where we demonstrate respect for each other; we accept our
individual differences; and we provide opportunities for everyone to maximize his or her
potential. Every member of our community will be held accountable for creating a
welcoming workplace for all.

Managers, supervisors and others in positions of authority should consider themselves
as role models in the promotion of such an atmosphere, without abdicating
their responsibility to direct their employees to perform work effectively.

Employees at all levels should be able to discuss issues of concern in a civil manner
without the fear of retaliation. It is expected that discussions be conducted in a
professional and courteous manner by working through the proper channels, without
the intent of fostering unnecessary disagreement and/or a negative work environment.

This matter is such a priority at the College that it is included in the interview for



employment, employee job descriptions, employee annual evaluations and the
employee contract. We hold all members of the College accountable for upholding and
adhering to the policy regarding civility in the workplace.
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Employment Matters

Non-Teaching Employees

To specify compensation for teaching by non-teaching employees

College Officers (President, Vice Presidents)

College Officers who are requested to teach a curriculum, college transfer or
continuing education course outside their usual workday will receive no special pay
from State funds budgeted to the institution. In lieu of such pay, equivalent
compensatory leave may be granted for overtime work at the discretion of the
President.

Non-Teaching Employees

Full-time non-teaching employees, with the exception of the College Officers,
who are requested and approved by their respective Vice President to teach a
curriculum, college transfer or continuing education course outside their usual
workday and/or professional job responsibilities, will be paid for their teaching time
according to the Part-time Instructor Salary Guidelines.

(Revised:  10/19/00,10/25/01,5/17/07 )
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Employment Matters

Furlough Time

To describe the use of furlough time for RCC employees

)

In the event of insufficient state, local or institutional funds; non-appropriation of
state, local or institutional funds; and/or state, local or institutional mandates the
President shall have the sole discretion to implement a furlough. Affected
employees will be notified. Furlough is a reduction in force avoidance measure that
allows for, but not limited to, a reduction in work hours and/or reduction in
compensation.

Randolph Community College will comply with all Executive Orders issued by the
Governor. Furlough time is limited to preapproved time for both faculty and staff.
Guidelines for furlough time will be given when furlough is declared.
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Employment Matters

Retirement Plans

To give notice of employees’ participation in the State Retirement Plan
and to inform employees of other retirement plans in which they may
elect to participate and where information about the plans is available

Employees of Randolph Community College participate in the State
Retirement Plan as well as Social Security. Upon employment employees
are given a booklet that explains the State Retirement Plan and notified when
there are changes that can be reviewed on the state retirement website.

Full-time employees can elect to participate in the following tax-deferred
supplemental retirement plans by pretax payroll deduction:

(1) 401 (k) Plan (tax-deferred savings plan)

(2) 403 (b) Plan (tax-sheltered annuity plan)

Information on all retirement plans is available in the Human Resource Office.

(Revised:  2/1/00, 7/17/08)
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Employment Matters

Health/Dental/Vision Insurance Programs

To state coverage of health, dental, and vision insurance programs and
the condition under which an employee is expected to reimburse the
College for premiums

The State currently pays the health insurance premium for permanent full-time
(30 hours & above) employees unless you select the PPO Premium Plan. A
dental insurance plan is currently provided for permanent full-time employees
with county funding. In addition, a vision plan is available for purchase for
employees and their dependents. For either plan, any coverage for
dependents is paid by the employee. The dental and vision plan may be
purchased by permanent PT employees. Also employees may elect to have
premiums deducted from their gross pay on a pretax basis as allowed by IRS
Code-Section 125. (Flex-spending benefits)

Personnel employed under a 9-, 10-, or 11-month contract who voluntarily do
not return following the month(s) off contract shall be expected to reimburse
the College for health and dental insurance premiums paid on their behalf
during the off contract period. (An exception would be where an employee
becomes employed by another state agency during the off contract period with
the College.)

4/19/01, 10/25/01,



Index: VID3
Page: lofl
Adopted:  4/15/99

Employment Matters

Other Insurance Programs

To inform employees of other insurance programs available

Provided by the State:
(1) Disability Income Plan for Teachers and State Employees*
(2) Workmen's Compensation
(3) Unemployment Insurance
(4) Life Insurance (based on salary with minimum of $25,000 and
maximum of $50,000)*

* See the booklet, "Your Retirement Benefits.’

Available for Purchase through Payroll Deductions
(1) Accident and Sickness Disability Income Plan **
(2) Cancer Insurance Plan with an Intensive Care Option **
(3) Long Term Care Insurance
(4) Universal Life Insurance
(5) Term Life Insurance (SEANC members only)
(6) Superior Vision Plan

** Premiums can be deducted on a pretax basis under IRS Code-Section 125

Information on all insurance programs is available in the Human Resource Office.

(Revised: ~ 1/18/01, 7/17/08)
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Employment Matters

Workers’ Compensation Insurance

To state the College’s policy on worker’s compensation insurance

Randolph Community College provides a workers’ compensation insurance program at
no cost to the employees. This program covers a work related injury or iliness
sustained in the course of employment. All employees must report injuries, no matter
how slight, to their supervisor and the Human Resources Office. If the injury requires
medical treatment, the Human Resources office will make the arrangements and file
the claim.

)
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Employment Matters

Continuation of Health Insurance under COBRA

To state the College’s policy on the continuation of health insurance under COBRA

)

Under the Consolidated Omnibus Budget Reconciliation Act of 1985, better known as
COBRA, if an employee terminates employment with the College, the employee is
entitled to continue participating in the College’s group health plan for a prescribed
period of time, usually 18 months. (In certain circumstances, such as employee’s
divorce or death, the length of coverage period may be longer for qualified
dependents.)

Under the Uniformed Services Employment and Reemployment Rights Act of 1994,
better known as USERRA, an employee who is out on a military leave of absence will
retain their health insurance coverage for the first 31 days of uniformed service.
Employees out on a military leave of absence which extends beyond the 31 days will
be eligible for COBRA benefits for up to 24 months.

If a former employee chooses to continue group benefits under COBRA he/she must
pay the total applicable premium. Coverage will cease if the former employee fails to
make premium payments as scheduled, becomes covered by another group plan that
does not exclude pre-existing conditions or become eligible for Medicare.

For detailed information or questions on COBRA, employees are requested to speak
with the Human Resources Department.
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Employment Matters

Death Benefit Plan

To describe the voluntary death benefit program available to College
employees

A Death Benefit Plan is available to College employees. The following guidelines
have been established for operation of the Plan as approved by the Board of
Trustees:

(1) Upon the death of any patrticipating permanent employee of Randolph
Community College or the death of that employee’'s named beneficiary, a sum of
$10.00 shall be deducted from each of the other participating employees' salary
checks for the next pay period and shall be paid in a lump sum to the employee
or the employee's beneficiary as named by the employee on his/her signed
commitment to the Plan.

(2) The Plan is available on a voluntary basis to each eligible employee and can be
terminated at will upon written request for cancellation by the employee to the
Vice President of Administrative Services. A change in beneficiary or contingent
beneficiary may be made in the same manner.

(3) The intent of the Plan is to provide immediate funds to the beneficiary or the
employee in the event of death of the beneficiary.

(4) The $10.00 deduction will be made on a "per death" basis. In the event of the
death of an employee and his/her beneficiary, an amount of $20.00 per
participating employee will be paid to the contingent beneficiary.

Additional information may be obtained in the Human Resource Office.

(Revised:  2/1/00)
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Employment Matters

Longevity Pay

To explain the longevity pay plan for college personnel

Permanent full-time employees and permanent part-time employees of the College
shall receive longevity pay if the employee meets the requirement of aggregate
service time. Annual longevity pay amounts are based on the length of aggregate
service to the State of North Carolina. Longevity pay amounts are computed by
multiplying the employee's annual base salary rate as of the eligibility date by the
appropriate percentage rounded to the nearest dollar in accordance with the
following table:

Years of Aggregate State Service Longevity Pay Rate
10 but less than 15 years 1.50%
15 but less than 20 years 2.25%
20 but less than 25 years 3.25%
25 or more years 4.50%

Longevity pay is not considered part of the annual base or contract pay nor is it to be
represented in personnel and payroll records as a part of annual base salary.

During the employment process, the Business Office establishes a longevity date.
Longevity pay is automatic when the aggregate service time is met and will be paid
annually in the month established.

(Revised: )
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Employment Matters

State Employees Credit Union

To describe the availability and types of State Employees Credit Union
accounts and services

VIDS8
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State Employees Credit Union services are available to permanent full-time and
permanent part-time employees and family members. A $25.00 deposit in a share
account is required for membership. Additional deposits (with no handling charges)
may be made as you desire. Loans are also available to members. Payroll
deductions can be made for savings or loans. Many other services such as
checking, IRAs, money market accounts, etc., are available. Please check with the
Personnel Office for specific information.

2/1/00, 10/19/00)
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Employment Matters

Rest Breaks

To state the College’s rest break allowance

)

Non-teaching personnel are allowed two rest breaks, fifteen (15) minutes each,
per workday—one during the first half, one during the second half. Employees
are still considered to be “on duty” during this break time and should not leave
campus. Certain jobs may have a different break schedule. The employee’s
supervisor will make the final determination of the actual time for the rest
break. The break time cannot be disruptive to normal work duties and therefore
may vary on days that work on special projects is involved.
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Employment Matters

Holidays
To list the holidays during which the College will be closed

Labor Day (1 day)

Thanksgiving (2 days)

Christmas (5 days to include New Year’'s Day)

Martin Luther King, Jr. Day (1 day)

Easter (1 day)

July 4 (1 day - If July 4 falls on Saturday or Sunday, another day will be
designated)

(Revised:  10/19/00, 7/16/09)
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Employment Matters

Employee Assistance Program (EAP)

To describe the Employee Assistance Program available to College
employees

VID 11
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Randolph Community College provides for all permanent full-time employees
and permanent part-time employees of the College, along with members of
their immediate family, the opportunity to participate in an Employee
Assistance Program. An Employee Assistance Program (EAP) is a program
designed to assist the participant with personal problems including, but not
limited to: health, aging parents, parent-child relationships, divorce and
separation, financial, alcohol, drugs, legal, depression or anxiety, stress or
other personal concerns which may adversely affect the participant.

The EAP is totally confidential. Privacy rights are federally protected.
Information shared with an EAP consultant cannot be disclosed without your
signed consent unless court ordered.

The EAP is paid for entirely by the College as part of your benefit package. It
costs nothing to talk with an EAP professional. However, if the EAP
professional determines that a service in the community is needed, the
participant may be referred and the costs for that service would be the
participant’s and/or the participant’s insurance company.

The EAP office is located at 1249 N. Fayetteville Street, Asheboro, NC, Horton
& Associates: Jaci Betts Telephone (336) 629-4748 or 1-800-326-3864 to
speak with an EAP professional.

Contact the Human Resource Office for further information.

(Revised: 01/16/03, 7/17/08)
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Employment Matters

Flexible Work Policy

To describe the Flexible Work Policy available to College employees

In order to foster a work environment that serves both the interests of the College and
its employees and is fair and equitable to all employees, Randolph Community College
will close at 3:00 on Friday. This “green” initiative will save thousands of dollars in
utilities at a time when students are typically not on campus. The application of this
policy will consider the standard workweek at Randolph Community College, to be a
minimum of 40 hours, with each supervisor responsible to ensure that his or her
employees have worked their 40 hours before they are dismissed at 3:00 on Friday.
For auditing and accountability purposes, each Vice President will maintain a file of the
work plan for the employees in his/her area.

Any other flex schedules for non-exempt employees must be approved by the
appropriate Vice President and must be for the benefit of the College or to alleviate
serious extenuating circumstances. Any exceptions to this policy concerning exempt
employees must be approved by the President.

(Revised: 01/16/03, 7/17/08)
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Employment Matters

Flexible Spending Accounts

To describe the Flexible Spending Accounts available to College
employees

Flexible Spending Accounts are available to all permanent full-time
employees. The plan allows employees to make monthly payroll deductions on
a pre-tax basis for dependent care, medical expenses, insurance deductibles,
and insurance co-payments. A monthly amount is subtracted from the
employees’ gross earnings before taxes. The payroll withholdings are
accumulated in a reimbursement account. After submitting a receipt for a
gualifying health or dependent care expense, the employee is reimbursed from
this account.

The Flexible Spending Plan qualifies under Code Section 125 of the IRS and
will be available each year during Open Enrollment. When an employee
contributes pretax dollars to a reimbursement account, they lower their taxable
income; therefore, employees pay less in taxes and increase their spendable
income.

Contact the Human Resource Office for further information.
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Employment Matters

Employee Tuition Exemption

To describe the tuition exemption available to College employees

Full-time College employees may enroll in one curriculum or continuing education
occupational extension course per semester, as well as the summer academic period, in
the community college system without payment of tuition or registration fees in
accordance with North Carolina Administrative Code 23 NCAC 2D. 0202 (7) (B).
However, no employee is exempt from fees when enrolled in a self-
supporting/community service course.

Classes may not be attended during regular working hours or during scheduled lunch
period without prior approval of the appropriate supervisor and Vice President. Requests
to attend class during regular working hours or during scheduled lunch periods are to be
submitted in writing to the appropriate supervisor.

Attendance in classes during regular working hours or during scheduled lunch periods
will not be approved unless such attendance is considered to be in the best interest of
the College. “Best interest of the College” is defined as attendance of an individual
course or pursuit of a degree which will, upon completion, improve the ability or skill of
the employee to perform his/her current position or prepare the employee to perform in
another capacity within the College.

7117/08 )
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Employment Matters

Retirement Process

To describe the process for retirement

Employees are requested to provide sufficient notice of the intent to retire. The
letter of intent to retire should be submitted to the President, appropriate Vice
President, supervisor (if applicable), and Human Resources, at least four months

prior to proposed date of retirement.

The Director of Human Resources will meet with the retiring employee to discuss
the following:

¢ Retirement Paperwork

¢ College sponsored reception (arranged by Social Committee with $100
funded from the President’s Institutional Fund).

(Revised: )
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Employment Matters

Civil Leave

To state the College’s policy regarding civil leave

Jury Duty

A permanent full-time or permanent part-time employee will be given leave
with pay to serve jury duty. This will not be charged against leave time. An
employee will be entitled to any juror's pay, plus his regular state salary for the
period.

Other Civil Leave

- As part of his/her job, no leave is required. However, any court fees
he/she receives must be turned in to the institution for which he/she works.

- Due to subpoena as a witness (except as plaintiff or defendant), an
employee may be given leave with pay. Any fees received must be given to the
agency for which he/she works. Or, he/she may use vacation leave and keep
any fees received.

- As a plaintiff or defendant in a personal situation, vacation leave shall be
used to cover time away from the workplace.

10/19/00)
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Employment Matters

Compensatory Leave (Fair Labor Standards Act)

To state the College’s policy on approval of compensatory leave for nonexempt employees who
work overtime

Randolph Community College adheres to the regulations stipulated in the Fair
Labor Standards Act. All nonexempt employees are identified, and a time
sheet for hours worked is maintained for each of these employees.
Compensatory leave at a one and one-half rate is provided to any nonexempt
employee who is approved by the supervisor and appropriate VP to work
overtime. Such approval must be granted in advance.

Compensatory time balances must be documented on the official time sheet
submitted to the Business Office and approved by the supervisor. If not
documented, compensatory time will not be counted.

The supervisor is responsible for ensuring compensatory time balances are not
carried past 30 days.

(Revised: 7/17/08 )
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Employment Matters

Educational Leave

To define and outline the terms of educational leave

The term "educational leave" as defined in this regulation refers to release from
duties or time normally required of a full-time employee in carrying out his/her full
load of responsibilities assigned.

State funds may be used to pay employee salaries while they are on educational
leave if the following criteria are met:

1)
2)

3)

4)

5)

6)

7

The employee is employed full-time on a 9, 10, 11, or 12 month basis.

The employee has been employed with Randolph Community
College for at least 8 semesters. (This requirement may be waived
by the President of the College if deemed for the benefit of the
College.) The summer semester is not counted.

Educational leave with pay is not granted to any employee more often
than every third year. If educational leave with pay is approved and
taken during the summer, the employee will be paid 80% of their
salary. If educational leave with pay is approved and taken during the
fall or spring, the employee will be paid 60% of their salary. Under
exceptional circumstances this provision may be waived for faculty
required to meet SACS criteria or other critical needs.

Educational leave will not exceed a period of 60 work days per
calendar year. This policy was designed for employees to take
educational leave during the summer. The granting of such
educational leave with pay for any semester other than the summer
will be justified on the basis that the institution can spare the services
of the employee at the time requested.

The studies engaged in during such educational leave are directly
related to improving the competence of the employee in his/her
assigned duties.

Educational leave is contingent upon availability of other personnel to
cover the employee’s duties.

The employee must agree to complete at least one year of service to
Randolph Community College following the end of the educational
leave of absence (a year of service is defined as the number of

(Revised: 04/18/02, 7/17/08)



8)

9)

10)

months which the employee is typically employed during a 12 month
period).

An employee who fails to honor the agreement stipulated in Item 7 of this rule
shall be required to repay the amount (salary and matching funds) expended
for the educational leave. If the employee fulfills a portion of the agreement
before failing to honor the agreement, repayment (salary and matching funds)
shall be based on a pro rata portion

All requests for educational leave will be made to the appropriate Vice
President on form F VI e (found in the forms section of the Personnel
Handbook & Policy Manual) 90 days prior to the start of the
educational leave and submitted to the Human Resources Office. The
President’s direct reports requests will be approved by the President.
The Vice President will make the recommendation to the President
who has final authority to grant or deny the request.

All approved requests will be documented with the signing of the
educational leave contract (form F VI d).

Under any conditions other than the above, educational leave as defined
above that is granted to an employee must be without pay from state funds.

Two weeks prior to the beginning of the semester for which leave is granted,
the employee requesting leave must submit the final program of study,
including institution(s) to be attended, descriptions of prospective courses (or
other educational activity), and a statement showing how these courses relate
directly to the employee’s job responsibilities.

Within six weeks of the conclusion of the granted leave, the employee will
submit to his/her supervisor a summary and evaluation of the leave experience
along with an official transcript of any academic credits earned.





