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INTRODUCTION

Randolph Community College, a member institution of the North Carolina Community College
System, is a public, two-year, comprehensive, community college established to serve the
citizens of Randolph County. The College began operation in 1962 as a joint city-county
industrial education center under the direction of the Trades and Industrial Division, Department
of Vocational Education. The North Carolina legislature in 1963 established a separate system of
community colleges and the College became a part of that system.

Since opening its doors in 1962 as Randolph Industrial Education Center, the College has seen
many changes including:
o Three name changes- Randolph Technical Institute, Randolph Technical College, and
Randolph Community College,
o Facilities expansion- from 33,000 square feet to more than 282,000 square feet on
two campuses in Asheboro and Archdale, and
a Enrollment growth-from 75 students to more than 3,015 credit and 8,880 noncredit
students.

The College is approved by the North Carolina Community College System under the State
Board of Community Colleges, as specified in Chapter 115D of the General Statues of North
Carolina. The College Board of Trustees has been granted authority to award the Associate in
Applied Science and Associate in Arts degrees, vocational diplomas, and certificates by the
North Carolina Community College System and the State Board of Community Colleges.

Continuing Education curricula include a state-approved Adult High School Diploma program,
General Educational Development program and a variety of preparatory-level programs. The
College is a member of the American Association of Community Colleges. Degree, diploma, and
preparatory programs (including adult high school diploma) are approved for veterans.

As a member of the North Carolina Community College System, Randolph Community College
offers occupational and adult education to meet the educational needs of the youth and adults
served by the College. The College accepts men and women for enrollment in a wide variety of
subjects designed to meet the changing technology and complex social development of its
community.

Randolph Community College is accredited by the Commission on Colleges of the Southern
Association of Colleges and Schools to award the associate degree. Contact the Commission on
Colleges at 1866 Southern Lane, Decatur, Ga. 30033-4097 or call 404-679-4500 for questions
about the accreditation of Randolph Community College. The College is authorized by the State
Board of Community Colleges to award the Associate in Applied Science degree and the
Associate in Arts degree.

VISION
To be selected by the people of Randolph County as the best next step in achieving their personal
and educational goals.



MISSION
To provide quality education, training, and workforce development to meet the needs of our
students and community.

STRATEGIC PRIORITIES

o Provide Educational Programs that Meet Individual and Community Workforce Needs in
a Transitioning economy

o Secure Adequate Fiscal Resources to Equip the College to Help Students Succeed.

o Utilize the Archdale Center, the Emergency Services Training Center, and Off-Campus
Sites to Best Serve Students and the Community.

o Continually Improve Operational Plans, Policies, and Procedures to Promote Student
Success.

ADMISSIONS - THE “OPEN DOOR” POLICY

Randol ph Community Coll ege is an open door
person, whether a high school graduate or nongraduate, who is 18 years old or older and who is

able to profit from further formal education will be served by the College. Counseling and

advising services are available to help students decide which program best serves their needs and
objectives in life, as indicated by their background, abilities and expressed interests.

The “open door policy does not mean that the
programs. It does mean that these restrictions are flexible enough to allow students reasonable

opportunities to qualify for these programs. When students are able to meet the specific

admission requirements for a given curriculum they may then be enrolled in that curriculum and

remain in the program as long as they make satisfactory progress and remain enrolled on a

continuous basis as required by their curriculum.

Althought he Col | ege foll ows an “open door” policy
standards set by the State Board of Community Colleges and the Randolph Community College
Board of Trustees.

The College reserves the right to limit enrollment in a curriculum to a number that can be
accommodated by the resources of the College. The Vice President for Student Services is
designated as the admissions officer for the college.



STAFF/ADMINISTRATION

The individuals listed below are some of the people you will be meeting and working with at
RCC. For a complete listing, please see the RCC Personnel Handbook and Policy Manual

President

Instructional Services
Vice President for Instructional Services

Assistant to the Vice President for Instructional Services

Curriculum Specialist
Director of Cooperative Programs

Division Chairs

Arts and Sciences Division

Business Division

Commercial and Artistic Production Division
Health Sciences and Public Service Division
Industrial Engineering and Transportation

Library Services

Dean of Library Services
Information Technology Librarian
Instructional Services Librarian
Technical Services Assistant
Library Services Assistant

LRC Computer Lab Assistant

Distance Education & Instructional Technology
Director of Distance Education

Virtual Campus Technical Coordinator

Computer Technician |

Student Services

Vice President for Student Services

Director of Admissions/Registrar

Assistant Registrar for Curriculum Reporting
Assistant to the Dir. of Admissions/
Registrar

Welcome Center Specialist

Switchboard Receptionist/Secretary

Evening Switchboard Receptionist

Financial Aid Director

Assistant Director of Financial Aid

Financial Aid Associate & VA Certifying Official
Director of Recruitment

Dr. Robert Shackelford Jr.

Anne Hockett
Debbie Bowman
Amanda Byrd
Joyce Reeder

Melinda Eudy
Amy Brantley
Greg Stewart
Marlana Hancock
Mitchell Kiser

Debbie Luck
Elizabeth Vidrine
Donna Windish
Arlene Phillips
Pam Pollard

Arif Siddiqui

Debbie Kennedy
Kelly Castelloe
Malinda Jennings

Jerry Simpson
Brandi Hagerman
Rebecca Dean

Lynn Brady
Brooke Grant
Aloha Everett
Vacant

Chad Williams
Joey Trogdon
Cathy Chi

Kim Cassell



Administrative Services

Vice President of Administrative Services
Director of Human Resources

Security Officer

Security Officer

Payroll & Accounts Payable Technician

Daffie Matthews
Caitlin Thompson
Roger Brewer
Micah Sandt
Deana Bauer



Area map showing the location of
the RCC Campuses




RCC ASHEBORO CAMPUS MAP
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RCC Archdale Campus Map
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2009-2010 CURRICULUM CALENDAR

y Fall Semester 09

July 14 (T) — Early registration for fall semester for
currently enrolled students — NO CLASSES

July 16 (Th) — Tuition due for students who early
registered for fall semester

July 27-31 (M-F) — New student advising by
invitation only

July 31 (F) — Tuition due

August 3—-7 (M-F) — New student advising by
invitation only

August 7 (F) — Tuition due

August 11-12 (T-W) — Fall semester registration
August 12 (W) — Tuition due for fall registration
August 17 (M) — Classes begin

August 17-18 (M-T) — Late registration/schedule
adjustment*

August 18 (T) — Tuition due for students who late
registered

August 20 (Th) — Last day for partial refund for 1st
8-week session

August 26 (W) — Last day for partial refund
September 7 (M) — Labor Day holiday+
September 22 (T)— Last day to withdraw from a
1st 8-week class

October 7 (W) — Registration for 2nd 8-week session
October 12 (M) —End 1st 8-week session

October 13 (T) — Begin 2nd 8-week session
October 16 (F) — Last day for partial refund for 2nd
8-week session

October 19-20 (M-T) — Fall break

October 21 (W) — Classes resume

October 30 (F) — Last day to withdraw from a
16-week course without grade penalty

November 10-12 (T-Th) — Early registration for
spring semester for currently enrolled students
November 17 (T) — Tuition due for students who
early registered for spring semester

November 19 (Th) — Last day to withdraw from a
2nd 8-week class

November 25 (W) — Thanksgiving break
November 26-27 (Th-F) — Thanksgiving holidays+
November 30 (M) — Classes resume

November 30 — December 3 (M-Th) — Spring
semester registration

December 3 (Th) — Tuition due for spring semester
December 14 (M) — End of fall semester

y Spring Semester 10

November 10-12 (T-Th) — Early registration for spring
semester for currently enrolled students

November 17 (T) — Tuition due for students who

early registered for spring semester

November 30 — December 3 (M-Th) — Spring
semester registration

December 3 (Th) — Tuition due for spring semester
January 6 (W) — Spring semester registration; Tuition due
January 11 (M) — Classes begin

January 11-12 (M-T) — Late registration/schedule
adjustment*

January 12 (T) — Tuition due for students who late
registered

January 14 (Th) — Last day for partial refund for 1st
8-week session

January 18 (M) — Martin Luther King Jr. holiday+
January 21 (Th) — Last day for partial refund
February 17 (W) — Last day to withdraw from a 1st
8-week class

March 1 (M) — Registration for 2nd 8-week session
March 8 (M) —End 1st 8-week session

March 9 (T) — Begin 2nd 8-week session

March 12 (F) — Last day for partial refund for 2nd
8-week session

March 23-25 (T-Th) — Early registration for
summer semester for currently enrolled students
March 30 (T) — Last day to withdraw from a 16-week
course without grade penalty

March 30 (T) — Tuition due for students who early
registered for summer semester

April 5 (M) — Easter holiday+

April 6-9 (T-F) — Spring break

April 12 (M) — Classes resume

April 20-22 (T-Th) — Summer semester registration
April 21 (W) — Last day to withdraw from a 2nd
8-week class

April 22 (Th) — Tuition due for summer registration
May 10 (M) — End of spring semester

May 12 (W) — Curriculum Graduation

Yy Summer Semester 10

March 23-25 (T-Th) — Early registration for summer
semester for currently enrolled students

March 30 (T) — Tuition due for students who early
registered for summer semester

April 20-22 (T-Th) — Summer semester registration
April 22 (Th) — Tuition due for summer registration
May 24 (M) — Classes begin

May 24 (M) — Late registration/schedule

adjustment™; Tuition due

May 28 (F) — Last day for partial refund

July 5 (M) —July 4th holiday (observed)+

July 6 (T) — Classes resume

July 8 (Th) — Last day to withdraw from a course
without grade penalty

July 13-15 (T-Th) — Early registration for fall semester for
currently enrolled students

July 15 (Th) — Tuition due for students who early
registered for fall semester

July 26-30 (M-F) — New student advising by invitation
only

July 30 (F) — Tuition due

August 2 (M) — End of summer semester

August 2-6 (M-F) — New student advising by invitation
only

August 6 (F) — Tuition due

August 10-11 (T-W) — Fall semester registration
August 11 (W) — Tuition due

*During late registration, students magnroll only in
classes that have not held the first class meeting.
+Campus is closedholiday



ACADEMIC FREEDOM & RESPONSIBILITY
As stated in section VIII A 1 of the Randolph Community College Personnel Handbook and
Policy Manual:

Randolph Community College is dedicated to the dissemination of knowledge, the
engendering and development of skills, competencies and understandings, and to the
nurture of those personal and intellectual habits and attitudes which are peculiar to
responsible individuals, in a free, open, democratic society. The Board of Trustees,
therefore, shall guarantee and protect academic freedom in the College. The Board
shall likewise require the exercise of responsible judgment on the part of personnel of
the College as they exercise academic freedom in accomplishing the objectives of the
institution.

EMPLOYMENT
Adjunct faculty are employed on a per course basis. A temporary at-will contract will be
prepared for each course taught.

AFFIRMATIVE ACTION

Randolph Community College offers equal employment and educational opportunities to all
employees and students, without regard to race, color, religion, national origin, political
affiliation, sex, age, or handicap.

All inquiries and questions aboutRando | ph Communi ty Coll ege’s compl
V11 of the Civil Rights Act of 1964, Title 1X of the Education Amendments of 1972, Section 504

of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, and/or the

Col | e g e dtige Acdn Plan may be addressed to Affirmative Action Officer and Title IX

Coordinator, RCC, P.O. Box 1009, Asheboro, N.C. 27204-1009.

PERSONS WITH DISABILITIES

Randolph Community College recognizes the barriers which confront disabled persons in access

to education. RCC is an equal access institution that accommodates the needs of students with

disabilities. Consistent with state and federal statutes which affirm and protect the equal

opportunity rights of disabled persons, Randolph Community College will not tolerate conduct

t hat displays hostility or aversion toward an
religion, gender, national origin, age, or disability.

FACULTY CREDENTIALS
As stated in section VIII A 3 of the Randolph Community College Personnel Handbook and
Policy Manual:

Randolph Community College accepts the following general objectives and seeks
instructional personnel possessing: (1) an understanding of the unique nature and role of
Randolph Community College in the educational system; (2) subject matter training that has
both the breadth and depth needed to ensure effective teaching in the field of employment; and
(3) skill in the art and science of teaching the adult learner.



Randolph Community College follows the guidelines for curriculum faculty credentials
set forth by the Southern Association of Colleges and Schools Commission on Colleges
(SACYS).

TRANSCRIPTS

Official transcripts for all degrees, credentials, and certifications must be supplied by the
employee. In the case of significant work experience, supporting documentation, letters of
endorsement from employers, etc., must be supplied as well.

PART-TIME INSTRUCTOR SALARY SCALE-CURRICULUM FACULTY
As stated in section VIII A 3 of the Randolph Community College Personnel Handbook and
Policy Manual:

The following pay scale shall be in effect for curriculum adjunct faculty at Randolph Community
College:

FACULTY ACADEMIC RANK RATE PER CONTACT HOUR
Vocational Diploma/Certificate 25.29
Associate 25.67
Bachelors 27.28
Masters 28.71
Doctorate 30.78

Curriculum full-time faculty who teach beyond the instructional workload policy will be paid
according to the curriculum adjunct faculty salary scale.

ORIENTATION

Orientation for all faculty members will be done on an individual or group basis before the
beginning of the employment period to ensure effective instruction and implementation of
College policies. The respective supervisor or designee will administer this orientation using the
Faculty Orientation Checklist to ensure coverage of all pertinent information. Program
chairpersons will further orient new faculty members to their respective programs.

INSTRUCTION
As stated in section VIII B 2 of the Randolph Community College Personnel Handbook and
Policy Manual:

The primary objective of the College is to provide students an opportunity to provide a learning
environment which promotes active learning so students can maximize their general knowledge
and technical skills. It is the responsibility of each instructor to do all he/she can to help students
develop wholesome professional attitudes and the highest possible degree of knowledge and
skill.
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Classes will be visited by the appropriate supervisor. In most cases this will be the responsibility
of the program head or the appropriate division chair. The purpose of class visitation is to
evaluate classroom instruction. Instructional methodology is left largely to each instructor

The program head and the appropriate division chair are available for consultation concerning
matters of instruction.

CURRICULUM FACULTY EVALUATION BY STUDENTS

1. The evaluation will be administered to at least one class per faculty member per
semester. The Program Head/Coordinator, Division Chair, or the Vice President for Instructional
Services may select the course for evaluation.

2. The evaluations will be completed during the tenth week of classes during the fall and
spring semesters and during the sixth week of the summer semester. The completed
evaluations will be collected by a student monitor, placed in a sealed envelope, and
returned to the office of the Vice President for Instructional Services.

3. The Vice President for Instructional Services will review the evaluations and return them to
the fulltime faculty member after final grades have been submitted. Once the full-time faculty
member has reviewed the evaluations, he/she will forward the evaluations to the

Program Head/Coordinator. Commentsw i | | be recorded on the “Stud
InstructionRevi ew” form by each reviewer.
4. The Vice President for Instructional Servicesw i | | review adjunct facul't

evaluations and return them to the appropriate Program Head/Coordinator prior to the end of the
semester. The Program Head/Coordinator will review the evaluations and use the information to
make decisions regarding future class assignments. The adjunct faculty member will review the
evaluations after grades have been submitted at the end of the semester.

5. The Program Head/Coordinator will maintain evaluations for all faculty members in the
department for five years. Upon terminationofafull-t i me f acul ty member
evaluations will be submitted to the Vice President for Instructional Services who will determine
proper disposition.

S en

6. The evaluation form is to be used by the faculty member to evaluate the effectiveness of
his or her instructional techniques through self-review, comments written by the
Department Chair and Dean of Curriculum Programs, and through conferences

scheduled to discuss the student evaluations.

EVERY distance education course will be evaluated each semester. This evaluation is
administered by the Distance Education & Instructional Technology staff.

13



CLASSROOM OBSERVATION
As stated in section X D of the Randolph Community College Personnel Handbook and Policy
Manual:

Adjunct Faculty:

New adjunct faculty will be observed by the Program Head/Coordinator or appropriate Division

Chair during the first semester of employment. Thereafter, the adjunct faculty member will be
observed once peryear. Obser vati ons may occur more frequent
Ob s e r vfarm wilbba completed and discussed with the faculty member within two weeks
oftheobservation. This f or m wipdrsbnnebfie intuiritulend i n t h e
programs.

The above noted observations of faculty may be completed by observing an online course. The
Online Classroom Observation form should be used to evaluate an online class.

STUDENT SUPPORT SERVICES

Student Support Services exist to serve students who are at high risk of not succeeding in the

pursuit of their degrees. These services are perhaps more important for the adjunct instructor

who may not have the ti me t ocandaosvtosotvéttem.n what s
Student Support Services is located in the student services center. Staff members can be reached

at extension 230 and are available Monday through Friday each day. Adjunct instructors should

contact the Director of Student Support Services for help with students who are struggling but

not succeeding. Student Support Services can assist with the following potential problems:

o As an open-admissions college, RCC accepts many students who are capable but
lacking in their academic preparation for college. Further, since so many students are
adults, even those who received adequate preparation may have lost it over the years.

o Student Counseling in Student Services tests students for adequate background and
places students who need extra help in the appropriate College Prep English, reading,
and/or math courses. Students must complete these courses before taking their first
graduation-track math and English course. Adjunct instructors of other courses may
find students in their classes who have not removed these deficiencies and are
consequently not succeeding. Student SupportSer vi ces can check a s
placement history and help students whose academic deficiencies are causing them
problems.

o Many students come to RCC with disabilities, both visible and invisible. Invisible
disabilities are problems with cognitive processes such as learning disabilities and
attention deficit disorders. Older students may not be aware that they have these
disabilities because services may not have been provided when these students were
attending public school. Students who are struggling but not succeeding may have
disabilities they are not aware of. Instructors should refer these students to Student
Support Services. Younger students with invisible disabilities will often know exactly
what they need in order to succeed. Student Support Services can provide tape
recorders, calculators, tutoring and a wide range of similar services to help these
students succeed.
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Instructors with academic questions about the law that affects disabled students and
instructors should be addressed to Joyce Branch, Disability Coordinator/Counselor.

o Many students have financial or personal problems. Student Support Services can
assist with financial aid application, personal problems, and with referrals to
community agencies that can help students.

Adjunct faculty are invited to discuss any student concern with the Student
Support Services staff.

ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES
If a student identifies himself/herself as disabled and in need of accommodations, the instructor
should advise the student to contact Joyce Branch at (336) 633-0122 or jmbranch@randolph.edu.

MISSED OR CANCELED CLASSES

Scheduled classes which are missed or not held for any reason, including inclement weather, will
be rescheduled or the instruction will be made by some other approved alternative. Alternatives
may include extra class sessions, extended class sessions, individual conferences, or other
options approved by the appropriate program head, division chair, and the Vice President for
Instructional Services. Documentation of how a missed class was made up will be attached to the
class roster and submitted at the end of the semester to the office of the Assistant Registrar for
Curriculum Reporting.

Forms for documentation are available in the forms section of the Personnel Handbook and
Policy Manual at www.randolph.edu.

I n the event of an emergency or illness
appropriate program head should be notified as soon as possible. In the event that the program
head is not available, please also notify the switchboard operator at 633-0200.

EMAIL

In a continuing effort to improve campus communication, we will use the RCC Campus Cruiser
email as a primary means of communicating important information. Your email address is_your
Campus Cruiser login @ cruiser.randolph.edu. Adjunct instructors will be responsible for
checking this email weekly and promptly replying to all requests for information. If you wish to
forward email from your Campus Cruiser account to another email account please follow these
instructions:

Log in to Campus Cruiser (instructions for logging in are on page 35)

Click on the MyCruiser tab

Click on the Personal Tools subtab (found along the dark blue bar running under the tabs)
Click on Email

Click on Filters on the left

Click on the Forwarding Filters tab

Enter the email address you wish to have your Campus Cruiser email forwarded to
Check the “enable forwarding filter”

NGO~ wWNE
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Remember to update this information when your email address changes. You may use the
Campus Cruiser email address on your syllabus and as a means of communicating with students.

STANDARDS OF DRESS AND PERSONAL APPEARANCE
As stated in section VI B 8 of the Randolph Community College Personnel Handbook and Policy
Manual:

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.

PAYROLL

Checks for hourly paid employees are distributed on the 17th of the month for work done the
previous month. Checks will be disbursed in the Business Office from 8 a.m. to 2 p.m. Checks
not picked up by 2 p.m. will be placed in the evening mail.

COMPUTER ACCESS
For your convenience, computers have been placed in the faculty lounge in the M.H. Branson
Business Education Building and room CTC 112 in the Computer Technology Center.

KEYS

Some instructors may need to obtain keys for their specific instructional space, primarily shops
and labs, at the Information Center in the Student Services Center before each class. The keys
will need to be returned at the end of each class and for evening classes no later than 9:55 p.m.
Instructors are to lock labs and shop facilities each time they leave. Only classrooms without
equipment are to be left open. Instructors are not to loan their keys to students or other persons.
No keys are to be reproduced.

CONTRACTS

A contract will be prepared for each course taught by an adjunct faculty member. This contract is
a temporary "at will" contract which may be terminated at any time prior to the scheduled ending
date. This contract may be terminated by either the employee or the College without prior
notice. The contract will cover the number of contact hours in the classroom for a specific
course. The contract will include the hourly rate and total amount agreed upon by the faculty
member and the program head. Contracts will be available for signing in the office of the
appropriate Program Head/Coordinator on the first day of the semester. Contracts should be
checked carefully by the faculty member for correctness of content, signed, and dated. A copy
signed by all the appropriate College personnel will be returned to the faculty member.

The contracts will be mailed to instructors ONLY scheduled to teach Distance Education courses
in any given semester.
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CURRICULUM INSTRUCTOR REPORTS

Submission of the following reports by full-time and part-time (adjunct) faculty are prerequisites
to being paid on time. Please read and follow carefully the instructions below:

1. Attendance Reports--Full-time and part-time curriculum faculty.

The attendance sheet is the official form for reporting student membership for each class. It

must be completed, according to the legend on the bottom of the attendance sheet, up-to-

date, and submitted to the Registrar’ s Offic
each semester. Attendance is to be taken and recorded on the official attendance roster at

each class meeting.

The name of a student must never be written on the attendance form without written

approval from the Registrar’s Office. Studer
name printed on the form. A copy of each original attendance sheet will be completed by the

instructor as the semester progresses. This copy of the attendance sheet must be turned in to

the Registrar at the end of the semester.

2. Grade reports are due to the office of the Registrar no later than 24 hours after the last
class meeting or noon the day after the semester ends for those classes meeting the last day
of the semester.

GRADING SYSTEM

Letter symbols are used in the evaluation of achievement in all programs. Grade points are
assigned to letter grades in computing grade point averages. Grade point averages are determined
by dividing total quality points earned by total credit hours attempted. Cumulative grade point
averages are determined by dividing total grade points by total credit hours attempted for a
period of more than one semester.

Grade Evaluation Quality Points Earned
A 93-100 4.0
B 85-92 3.0
C 77 -84 2.0
D 70-76 1.0
F Below 70 0.0
WF Stopped attending (did not withdraw) 0.0
Additional Letter Symbols (Not computed in GPA)

I Incomplete 0.0
AU Audit 0.0
X Credit by Proficiency 0.0
TR Transfer Credit 0.0
W Withdraw Without Penalty 0.0
NS No Show 0.0
AW Administrative Withdrawal 0.0
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FW Faculty Withdrawal from 0.0
Developmental Studies Courses

Developmental Studies Department
The developmental studies department uses a different grading scale than the other departments.
That scale reads as follows:

A 93-100

B 85-92

C 77-87

F and below

FW Faculty Withdrawel

All Developmental Studies courses have a two-fold pass requirement. A student must have a
passing grade at the end of the course- the grade of A, B, or C from the scale above AND must
pass the exit exam given at the end of the course. Students who meet both requirements complete
the course with a passing grade and receive course credit. Students who do not complete both
requirements must retake the course.

| - Incomplete

An incomplete (1) is assigned at the discretion of the instructor for incomplete course work. In

order for an incomplete to be assigned, the incomplete contract needs to be completed between

the student and the instructor. The incomplete contract may be found in the office of the

Registrar and online at http://www.randolph.edu/administration/publications/index.php.

I n the course(s) for which an qualitypoits assigned
computation for that semester. However, an “|

aut omati cal | yT hbee ciomsetsr uacnt d'rF.i"s responsi bl e to

end of the following semester

W - Withdrawal Without Penalty

Students desiring to withdraw from the College should contact their advisor to obtain the
necessary forms and procedures for official withdrawal. Students who fail to withdraw officially
will receive a grade of F.

AU - Auditing

Auditing a course is the privilege of being present in class when space permits. No credit is
awarded, no examinations are required, and no grade is reported. Attendance, participation in
class, etc., are at the discretion of the instructor. A student must register officially for the course
and pay regular tuition. Additional information on auditing can be found in the College Catalog.

WITHDRAWAL/DROP/ADD/SECTION TRANSFER

Students desiring to withdraw drop or add a course, or transfer to a different section of the same

course after initial registration should cont
Forms are also located in the student forms section at http://cruiser.randolph.edu.
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Curriculum students may withdraw from courses without grade penalty during the drop period

(see semester calendar). During this period,
withdrawing after the publ i s thecdursedimlessfheredsat e wi |
evidence of circumstances beyond the student’
may be assigned. Students registering for class and never attending will be dropped with a grade

of “NS.” Mer el y c doessotcongitute officiad withdeawat] noraddesa s s e s

notification to the instructors. Failure to c
result in the student's receiving an “F” on t
students. Grades for a studentreceivingan “ F” because they stopped a

officially withdrawing should a grade of WF. THE LAST DAY OF ATTENDANCE MUST
BE DOCUMENTED ON THE FINAL GRADE SHEET.

INSTITUTIONAL REFUND POLICY

A 75% tuition refund may be made upon the request of the student if the student officially
withdraws from a class prior to or on the official 10% point of the semester. Activity fees are
nonrefundable except when a course is cancelled due to low enrollment.

No refunds will be made after the 10% point, even though the student may not have attended all
or any classes up to that point. Exception: A statutory refund calculation is required if the
student received student financial aid funds and the student withdrew on or before the 60 percent
point of the enrollment period for which he/she was charged.

CONFIDENTIALITY OF PERMANENT RECORDS

o Records are the responsibility of the College and shall be made available to academic
and administrative personnel of the College whose responsibilities require this
information.

o Information contained in student records will be released to individual requests if so
authorized by the student.

o All student documents will be safeguarded and treated in a confidential manner.

o Permanent records are to be kept under lock when not in use.

PRIVACY OF STUDENT EDUCATIONAL RECORDS

The College’s policy for the administration o
the provisions of the Family Educational Rights and Privacy Act of 1974. FERPA affords

students certain rights with respect to their educational records. They are as follows:

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

19



0 The right to request the amendment of the student’s educational records that
the student believes are inaccurate or misleading. Students may ask the College
to amend a record that they believe is inaccurate or misleading. They should write
the College official responsible for the record, clearly identify the part of the record
they want changed, and specify why it is inaccurate or misleading. If the College
decides not to amend the record as requested by the student, the College will notify
the student of the decision and advise the student of his/her right to a hearing
regarding the request for amendment. Additional information regarding the hearing
procedures will be provided to the student when notified of the right to a hearing.

o 3. The right to consent to disclosures of personally identifiable information
contained in the student’s educational records, except to the extent that FERPA
authorizes disclosure without consent. One exception which permits disclosure
without consent is disclosure to school officials with legitimate educational interests.
A school official is a person employed by RCC in an administrative, supervisory,
academic or research, or support staff position (including law enforcement unit
personnel and health staff); a person or company with whom the College has
contracted (such as an attorney, auditor, or collection agent); a person serving on the
Board of Trustees; or a student serving on an official committee, such as a
disciplinary or grievance committee, or assisting another school official in
performing his/her tasks. A school official has a legitimate educational interest if the
official needs to review an educational record in order to fulfill his/her professional
responsibility.

o The right to file a complaint with the U.S. Department of Education concerning
alleged failures by Randolph Community College to comply with the
requirements of FERPA. The name and address of the office that administers
FERPA is Family Policy Compliance Office, U.S. Department of Education, 400
Maryland Ave. SW, Washington, D.C. 20202-4605.

0 The right to obtain a copy of Randolph Community College’s student records
policy (available from the Registrar’s Office).

COURSE OUTLINES/SYLLABI
General Information

o The Division Chair and Program Head/Coordinator in a curriculum program area are
responsible to ensure that a course syllabus/outline is prepared for each curriculum
course. All elements in the college-approved course syllabus/outline format must be
included in each outline. The college-approved course syllabus/outline can be found
in the Forms section of the Personnel Handbook Policy Manual.

o Each semester, an electronic copy of the course syllabus/outline for each course
taught is to be filed with the office of the Vice President for Instructional Services
one week before classes begin. All e-copies will be routed through the Program
Head/Coordinator and Division Chair to the office of the Vice President for
Instructional Services.
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o  When a curriculum course is changed, the Division Chair and Program
Head/Coordinator are responsible for submitting an updated course syllabus/outline
to the office of the Vice President for Instructional Services.
o Each faculty member is responsible for providing a course syllabus to each student
enrolled in a course on the first day of instruction for that course. Substantial change
in the syllabus during the semester mustbepre-appr oved by t he i nstr.
supervisor, division chair, and membership of the class(es) affected.
o Each Division Chair and their respective Program Heads/Coordinators are responsible
for monitoring this process.

TEXTBOOKS

An instructor’s editi onlbepeoxidedbptoelProgemd r el at ed
Head/Coordinator to the faculty member. Input on textbook selection is strongly encouraged.

Please share suggestions with your Program Head/Coordinator.

FIELD TRIPS
As stated in section VIII B 1 of the Randolph Community College Personnel Handbook and
Policy Manual:

All field trips must be pre-approved by the appropriate Program Head and Division Chair at least
two weeks in advance. Field trips should be scheduled at a time that will conflict least with other
courses the students are taking. Faculty members taking students on field trips must notify other
faculty members whose classes are being affected. Field trips do not replace future class
sessions. Students going on field trips will have signed a copy of the Student Release Form
before participating with the class. Student release forms are to remain on file with the Program
Head for a period of not less than one year. Pre-approved Field Trip forms will be posted on the
classroom door the day (s) of the field trip. Field Trip request forms are to be attached to the
course roster at the end of the semester.

The Field Trip Request Form and Student Release Form can be accessed online in the Forms
Section of the Personnel Handbook Policy Manual.

SAFETY GLASSES

In all shops, laboratories and other areas designated by the administration where instructional or
experimental programs involving hot solids, liquids or molten metals; or milling, sawing,
turning, shaping, cutting, stamping of any solid materials; or heat treatment, tempering or kiln
firing of any metal or other materials; or gas or electric arc welding; or repair or servicing of any
vehicle; or caustic or explosive chemicals or materials all students and the instructor are
required to wear adopted eye protection wear while participating in or viewing the

1]

aforementioned activities. Such ar eas shall be designated as
empl oyees of Randol ph Community Coll ege nd a
designated are required to weamonsadiopted “vi si
compliance with the above policy are not to b
any of the above mentioned activities are 1in

are responsible for securing and filing an eye protective wear form.
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INSTRUCTIONAL EQUIPMENT SERVICES
The College maintains a variety of instructional and media equipment available for loan to
faculty, staff, and students. These resources are supported by the Computer Technician I.

Circulation Policies For Equipment
Faculty/Staff Temporary Loans:
Equipment to be used on a temporary basis is circulated by the Computer Services
department. Requests for equipment must be submitted 24 hours in advance. The
borrower is expected to pick up and return equipment to the AV equipment area or, if
directed, to another designated storage area. Equipment requests should be communicated
to the Computer Technician |.

Most classrooms on campus contain a cart which houses a VCR, DVD player, data
projector, and sound cube. These carts are secured to the wall, reducing the risk of theft.

Faculty/Staff Extendeddoans:

Equipment used on a daily basis may be checked out on an extended loan. Faculty and/or
staff who need an extended loan should contact the Computer Services staff. The
borrower is responsible for the storage and security of equipment. The equipment may be
recalled for preventive maintenance or for temporary use by another faculty/staff
member. Equipment that is limited in quantity is not available for extended loan.

Equipment Requests
The following information is required when the equipment request is submitted:
o The date(s) the equipment is needed
o The type of equipment needed along with any special setup requirements (internet
etc.)
o The time equipment will be picked up from the LRC workroom
o The location where the equipment will be used (i.e. building and room number)

Requests should be submitted in advance by telephone at (336) 633-0233 or (336) 625-1573 (ext
233/573 on campus) or email to avrequests@randolph.edu.

Security of Equipment
o The user assumes all responsibility for the safety and security of the equipment until
it is returned.
o Equipment may not be picked up or returned by students for faculty or staff use due
to liability issues
o If the class runs until 10:00 PM the instructor will make arrangements with the
Computer Technician | to secure the equipment until the following morning.

Equipment Assistance
The Computer Technician | or Computer Services staff will:
o Provide instruction in the operation of audiovisual equipment. Requests should be
made in advance so that a convenient time can be arranged. It is the responsibility of
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faculty and staff to become proficient in the use of equipment that will be used on a
regular basis.

o Provide assistance in the set-up and operation of multimedia presentation equipment,
such as data projectors, video projectors, document cameras, etc. Provide for
maintenance and repair of audiovisual equipment checked out through the Computer
Services. Faculty and staff should report any equipment malfunctions to the
Computer Services staff.

o Provide assistance in the event of malfunctioning equipment.

Equipment Acquisitions
The Computer Services staff will:
o Select, with faculty and staff input, and purchase equipment for general educational
use.
o Assist faculty and staff, when requested, in the selection of equipment purchased with
departmental funds.

Equipment Inventory

An inventory of audiovisual equipment is conducted annually. Periodic inventories may be
required as a result of equipment theft or vandalism. Faculty and staff members are expected to
return equipment to the AV equipment area for inventory when requested.

Instructional Media

In addition to equipment services, the Computer Services department also provides a variety of
services to support the delivery of audio, video and other broadcast services to College. These
services may require additional licensing fees and copyright release from the content owner.
Please contact the Virtual Campus Technical Coordinator for assistance in scheduling the
following services:

Cablecasting
Live satellite feeds and recorded tapes can also be sent by cable from the studio to many
points on campus.

Media Mastering & Duplication

Master copies of original content can be produced in VHS, CD and DVD formats. VHS
and CD resources may be duplicated with appropriate license and copyright approval.
Off-Air Taping

Off-air recordings are available for instructional use from either television or satellite.

Streaming Media & Conversion

All media formats can be converted for delivery via streaming media. Conversion and
delivery will require appropriate license and copyright approval.
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Computer Services Contact Information

Tara Williams

Director of Computer Services
tawil@randolph.edu

(336) 633-0279

Kelly Castelloe

Virtual Campus Technical Coordinator
khcastelloe@randolph.edu

(336) 633-0124

Rebecca Anderson

Help Desk Coordinator
rganderson@randolph.edu
(336) 625-1573

Malinda Jennings
Computer Technician |
majennings@randolph.edu
(336) 633-0233

Hours of Operation M-TH 8-5 and F 8-3.

SOFTWARE RESOURCES

Campus Cruiser

Campus Cruiser is a unique web-based community designed specifically for educational
institutions. On Campus Cruiser, an entire community of students, faculty, administrators,
alumni, and parents can collaborate and interact with one another. Instructors and students are
assigned an email address in campus cruiser and instructors can set up a class page to correspond
with students. Access campus cruiser at the following web address http://cruiser.randolph.edu.
See log in instructions in the next section.

Web Advisor

WebAdvisor is a link within Campus Cruiser that allows students to access online registration,
pay for courses online, check financial aid status, access unofficial transcripts, and more! In
addition faculty and staff may access class rosters, enter grades, check stipend payments and
download forms.

Accessing Web Advisor
You can log in to Web Advisor through Campus Cruiser. When you login to Campus Cruiser,

you are automatically in Web Advisor. You
top of the home page. Click it t thistabcycuavdls

notice along the top there are four options: Prospective Student, Student, Faculty, and Staff.
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I n all four of these tabs, you have the opti
under “User Acc ount duthroughretrisving ybur useknane avpassword. wa | k
What’s my user ID?
To retrieve your user | D, click the “What' s
You will be prompted to enter your last name and either your social security number or your
RCC ID. See box below.
Last Namevr F
SSN |
OR
RCC ID
After you enter the required information, click submit. You will then be given your user ID.
Your password is the last six digits of your social security number.
Once you log in you will be prompted to change your password.
If you are having difficulty logging in to Campus Cruiser, please contact Rebecca Davis at 625-
1573.
INSTRUCTIONS FOR ENTERING GRADES IN WEB ADVISOR
Access campus cruiser at the following web address http://cruiser.randolph.edu
Log-in to Campus Cruiser
Click on the Web Advisor tab
If you get a message about Enabling Cookies, follow these steps:
0 Goto Tools, Internet Options
o Click on the Privacy tab
o Click Advanced
o Place a check matrkmatni ¢ heo dOive rhra el iarug”
o Click OK
o Click Apply
o Click OK
» Click on the Faculty tab
> Under Faculty Information, click on My Grading
>» Click on “Open in New Window”
> Select the term from the drop down box and click submit
> Select Final from the drop down box
> Choose a class by selecting the check box and click submit
>» Enter the | etter grade in the “grade” <col
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> If the grade is a WF, place the last date of attendance (mm/dd/yy) inthe* d at e

attended”
> Column
> Enternothingi n t he
> Click submit

expire date” col umn

Turnitin.com

Turnitin.com is a program that helps students improve writing skills and also alerts faculty about
plagiarism violations or improper documentation used by students. This is a tool that is simple
to use and has been provided to all RCC faculty, full-time and part-time, by the RCC Foundation
Innovation Fund. Again, this is a user friendly program for both students and faculty and will

help cut down on plagiarism issues and improve proper documentation and writing skills.

Please feel free to use this service. While Turnitin searches many databases for purchased essays

or copy pasting of other sites over the Internet it is also building a database for all papers
submitted by RCC students. This is a tremendous advantage toward preventing the use of

ast

friend' s papers that have been submitted in p

Instructions for accessing Turnitin:

To set up your Turnitin account please use the following directions:
o Go to www.turnitin.com
Clickon “create a profile” | ocated i
Click on Instructor
Enter ID# 42616 and Passcode 11Cats
Enter your e-mail address

Enter your first and last name

Agree/disagree with statement

You can now click on login and enter the program with your e-mail address and
password or you can use the set up wizard and begin adding your classes and
assignments.

O00D0DO0D0O00O0DO

o Each class you add will be assigned an ID # and you will give it a pass code. This is the

information you will need to give to your students to upload their files...

o Remember: students can either upload files and you can checkont ur ni t i n
looking at the files submitted to the course, or have them to print out a report and attach it

to the paper they turn in to you.

Create your own password — (something easy to remember) / confirm your password
Pick a secret question and answer (this is what will show up if you forget your password)

The home page is filled with lots of helpful information to guide you along in the program. The

following is an example of a blurb that can be added to the syllabus to require students to submit

papers to turnitin.

Please note: all essays, including the song report, must be submitted to Turnitin.com to ensure

the use of proper documentation. This procedure MUST be followed before papers will be
graded. Use the following directions to get started: 1. Go to http://turnitin.com 2. Click on
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“Create a User Profile” (Located in adhe top r
Enter the class Pass code 4. Enter your e-mail address 5. Make a password (use

something that is easy to remember) 6. Pick a question to help you remember your password 7.

Enter your first and last name 8. Accept/agree statement 9. A demo page will come up showing

you your next step —click end wizard and login 10. Click submit at the specified assignment to

upload your file to be checked. Browse for the file you will submit for that assignment.

Essays must receive a grading of blue or green before submitting for grading.

The following handouts may be used for students to set up their accounts.

Please note: all essays, including the song report, must be submitted to Turnitin.com to ensure
the use of proper documentation. This procedure MUST be followed before papers will be
graded.

Use the following directions to get started:

1. Go to http://turnitin.com

2. Click on “Create a User Profile” (Located
3. Enter the class ID# and Enter the class Pass code

4. Enter your e-mail address

5. Make a password (use something that is easy to remember)

6. Pick a question to help you remember your password

7. Enter your first and last name

8. Accept/agree statement

9. A demo page will come up showing you your next step — click end wizard and login 10. Click
submit at the specified assignment to upload your file to be checked. Browse for the file you will
submit for that assignment. Essays must receive a grading of blue or green before submitting for
grading. (grading by Turnitin will take a few minutes)

SMARTHINKING
Free, online tutoring for students is now available through Smarthinking!

Whether it's help with writing a paper or a specific content question, students can now access the
help they need via Smarthinking in addition to the support services we already provide. After
logging into their Campus Cruiser account, students just need to click on the Smarthinking tab.

Students may use the 24-hour math drop-in tutoring, schedule an appointment with a tutor, or
submit papers for assistance with their writing!

Tutoring is available in these areas: math, English, writing, finance, accounting, chemistry,
biology, anatomy & physiology, Spanish & economics. Students may also receive help with
math in Spanish.

Follow these steps to get started:
1. Log into your RCC Campus Cruiser account.
22 Click the “Smarthinkingdpage. ab t o access the
3. Sign in this way whenever you need help.
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4. Cookies/Javascript should be enabled.

5. Please disable all popup blockers for www.smarthinking.com

6. Make sure that your browser is set up to allow cookies and pop-up windows
(SMARTHINKING uses both of these)

7. Make sure that you have Java installed. If you need to install Java, go to
http://www.java.com and follow the instructions for the free download.

8. For a full list of the mOst up to date settings, please refer here
http://www.smarthinking.com/static/customerSupport/technicalRequirementsFAQ/

MAIL ROOM

Each faculty member is assigned a mailbox in the Mail Room, AEC 100. Faculty members are

encouraged to check their mailboxes upon arrival on campus. Student information, College

memoranda, mailb,and copies of instructional materi al s
Incoming mail should be sorted and available for pickup by 10 a.m. each day. All outgoing mail

should be sorted and placed in the proper bins by 2:00 p.m. each day.

AUXILIARY SERVICES
Auxiliary Services includes the Campus Store, Armadillo Cafe, and Printing Services.
Operational Hours
o The Campus Store
Monday-Thursday 8 a.m. - 7p.m.
Friday 8 a.m. —3 p.m.
o Armadillo Cafe
Monday-Thursday 7:30 a.m. - 8:00 p.m.
Friday 7:30a.m. —2:00 p.m.
o Printing Services
Monday-Thursday 8 a.m. - 5 p.m, Friday 8 a.m.-3:00 p.m.
The hours for these operations may vary due to registrations, semester breaks, holidays, or other
changes to the normal college operational schedule which include weather-related occurrences.

COPIERS

Duplication of course materials can be done on the copiers located in the Mail Room. The

copiers are limited to those people who have a code for their department. The message display

for the copier will read “Enter password”. Yo
number and press enter. Using the number keypad, select the number of copies, then press print.

If you enter the code incorrectly, the displaywillc ont i nue t o .r"e awh e“nE nftienri sche
copying, clear out your print code by pressing the access button. Please see the appropriate

Program Head/Coordinator for copy codes.

For large jobs please fill out the duplication request form at
http://www.randolph.edu/file_uploads/swgreene/PrintShopForm.pdf

and turn it and your original in to the Office of College Marketing. Requests for duplication
must be a minimum of 50 copies from the same original. Requests must be made at least five full
working days prior to the date the material is needed. Larger jobs must be discussed with the
Office of College Marketing to establish a timetable.
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Tests should be given directly to the Office of College Marketing to ensure test security.

TELEPHONE CALLS
As stated in section VIII A 10 of the Randolph Community College Personnel Handbook and
Policy Manual:

Faculty members will not be interrupted from their teaching to receive telephone calls unless
they are of an emergency nature. Telephone calls for faculty members will be transferred to their
respective extension numbers where voice mail boxes will accept messages if there is no answer.
Telephone calls for adjunct faculty members will be transferred to the Switchboard Operator.
Emergency messages may be left with the Switchboard Operator. Emergency messages will be
delivered immediately.

LONG DISTANCE TELEPHONE CALLS
Under no circumstances will personal calls be charged to the College. To make a college related
long distance phone call, see the appropriate Program Head/Coordinator.

PARKING

Faculty/staff parking permits are required for day faculty and recommended for evening faculty
(5 - 10 p.m.). Parking permits can be obtained from the appropriate Program Head/Coordinator.
Spaces marked in yellow are reserved for faculty, staff, visitors and handicapped persons. Spaces
lined in white may be used by students and/or faculty. All day curriculum students are required
to display a parking permit and park in white lined areas only.

FACILITIES

Classrooms and shops are used by different instructors throughout the day; therefore, each
instructor is responsible for general classroom or shop organization and upkeep. If an instructor
assigns work which requires students to work within the physical plant of the College after
normal operating hours, the instructor must submit a Building Utilization Form for approval to
the Program Head/Coordinator. These forms are available from the Assistant to the Vice
president of Administrative Services. The Program Head/Coordinator will submit the form to the
appropriate Division Chair. The Division Chair will submit the form to the Vice President of
Instructional Services for final approval. The instructor must be present and supervise these
activities on campus, or have another staff member assume this responsibility for him/her. Lights
should be turned off when use of the instructional area is complete.

CHILDREN
Children are not permitted in class or placement tests. Children are not allowed on campus
without adult supervision.

ANIMALS

Animals and pets are not allowed in any building unless used in some manner of instruction. The
use of a service animal by an individual with an approved disability is permitted.
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FOOD AND DRINK
As stated in section VIII B 5 of the Randolph Community College Personnel Handbook and
Policy Manual:

Food and beverage are allowed in all general-purpose classrooms at the discretion of the
instructor with the following restrictions:

All beverages must have lids.

All spills must be cleaned up immediately by the person responsible for the spill.
All trash must be placed in appropriate receptacles.

Outside groups may request permission for food and beverage on the Building

Utilization Request Form.

Food and beverage are not allowed in the following rooms:

Administration-Education Center

AE 018

AE 117: CAD Lab
Photographic Technology:
AE 135 through 154

AE 156 through 176

Student Services
Testing Center

Campus Store

Computer Technology Center
CTC 103

CTC 104

CTC 107 Resource Room

CTC 107A Sample Room

CTC 114

CTC 118

CTC 120

Greenhouse

Health-Science Center
Computer Lab

Nursing Lab

Biology Lab

Chemistry Lab
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Business Education Center
BEC 107
BEC 111
BEC 113
BEC 114
BEC 116
BEC 117

Design Center
CAD Lab
DC 102
DC 103: Computer Lab
DC 104
DC 109
DC 110

Learning Resources Center
First Floor:
Auditorium

Library
Computer Lab

Second Floor:
Lab Area

Testing Room
Assessment Room
Classroom



Vocation-Technical Center Archdale
VT 201 A 107 A 108
VT 203

CAMPUS SAFETY & SECURITY

The College strives to provide a safe environment conducive to the overall educational mission
of the College for students, faculty, staff and visitors. The success of this mission will not be
complete without all individuals at the College recognizing that they must assume some of the
responsibility for their own personal safety. Working together as a campus community is
essential for crime prevention.

For your benefit, the following summary should aid in the understanding of and participation in
ensuring a safe campus. Also, any suggestions for improved security measures should be
directed to RQ«e SSafetylxiEmeegenty®reparenlrfess, BeoVice President for
Administrative Services or a RCC School Resource Officer.

Reporting a Fire Emergency
If smoke or fire is discovered anywhere on the campus:

1. PULL FIRE ALARM
2. EVACUATE THE IMMEDIATE AREA
3 DIAL 911 FROM ANY RED PHONE IN THE HALLWAY
OR
DIAL 9-911 ON ANY RCC OFFICE PHONE
OR
DIAL 911 ON ANY PAYPHONE OR CELL PHONE

4. Tell the operator:

This is a fire emergency

Your name, telephone number, and your location

The location of the fire.

Stay on the line until you are certain no other information is needed, unless there is an
immediate threat to your safety.

Notify the Information Center, main campus at 633-0200 or the administrative office

at the Archdale or ESTC Centers that there is a fire and that 911 have been contacted.

PoONE

o

ALL ALARMS SHOULD BE TAKEN SERIOUSLY!

If you hear an alarm, evacuate the building. Take your class roster with you. Have your
students follow you to your assigned building staging area.

e DO NOT USE THE ELEVATORS!

e DO NOT ATTEMPT TO RETRIEVE VALUABLES!

e DO NOT RE-ENTER THE BUILDING!!
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e Isolate the fire by closing doors and windows

e Do not open any doors that feel hot.

e Move away from the area and warn others to stay away.

e Watch for the arrival of emergency personnel and assist in directing them to the fire.
o If you are aware that someone is trapped, inform the firefighters immediately.

e If you are trapped, stay low to the floor as you try to exit.

e If your clothes catch fire, STOP, DROP AND ROLL!

FIRE EXTINGUISHER INSTRUCTIONS

P = PULL safety pin.

A = AIM at the base of the fire.

S = SQUEEZE the trigger handle.
S = SWEEP from side to side.

Each employee should familiarize themselves with the location of the fire extinguishers
and emergency exits on campus. There are fire extinguishers in all RCC buildings and
exact locations are identified on maps posted throughout each building.

Reporting a Medical Emergency
If someone in need of medical aid is discovered anywhere on the campus:

1. DIAL 911 FROM ANY RED PHONE IN THE HALLWAY
OR
DIAL 9-911 ON ANY RCC OFFICE PHONE
OR
DIAL 911 ON ANY PAYPHONE OR CELL PHONE

2. Tell the operator:
1. This is a medical emergency
Your name, telephone number, and your location

2.
3. The location of the person needing assistance.
4. Stay on the line until you are certain no other information is needed, unless there is an

immediate threat to your safety.

3. If the person is in need of CPR and you are trained then provide assistance as needed.
Send someone after an AED.
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The AED locations are:

Asheboro Campus

e AE Building in the mailroom.
AE Building near room AE 117
Student Services at the information desk
Learning Resource Center at the checkout counter
Vocational/Tech Building near the elevator, first floor
Health Science Center inside the front entrance
Design Center inside the main entrance

Archdale Center
e Main building at the information desk
e Main building near the bathrooms in the 100 hallway
e ESTC in the Administrative Assistants Office

4. Contact the Information Center on the Asheboro campus at 633-0200 or the administrative
office at the Archdale or ESTC Centers. These areas should be notified so that additional
assistance can be directed to the area of the emergency.

5. Complete a medical incident report if the incident occurred in your presence or you are
responsible for the student or visitor. Reports should be completed for off campus classes.

Reporting Criminal Actions

All known or suspected violations of any criminal law which occurs at any facility owned or
controlled by RCC should be reported to the Information Center in Student Services (Asheboro
Campus) or administrative office (Archdale or ESTC Centers). The Information Center on the
main campus will contact the on-duty School Resource Officer and alert them of the incident. In
the event that a crime is in progress away from the main campus then the local law enforcement
agency having jurisdiction should be contacted by calling 911. The Information Center should
still be contacted at 336-633-0200.

The Asheboro Campus employs two full-time sworn deputy sheriffs through the Randolph

County Sheriff’'s Office. The deputies serve
facility owned or controlled by RCC. The officers provide coverage Monday through Thursday

from 8:00 a.m. until 10:00 p.m. and on Friday from 8:00 a.m. to 4:00 p.m. at the Asheboro

campus and can be contacted by radio through the Information Center (ext. 200).

Criminal incidents occurring off campus to students participating in a College function should be
reported to the law enforcement agency having jurisdiction. The Campus SRO should be
notified as soon as possible of such incidents by calling (336) 633-0200 during operational hours
or nonoperational hours.

If you need to report a criminal incident on a weekend or after normal operating hours call 911
and the Director of Campus Safety and Security 336-267-3054.
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Emergency Telephones

Emergency phones are located in every building on the Asheboro campus and Archdale Center.
The red phones are identified by signs and have a location map beside them. In an emergency
situation, a person can use the phone to dial 911 or 200 on the Asheboro Campus to reach the
Information Center or 7980 on the Archdale Center to reach the administrative office.

Access to Campus Facilities

All RCC campus locations are open to faculty, staff, students and visitors during normal
operating hours (8:00 a.m. until 10 p.m. Monday through Thursday and 8:00 a.m. until 3 p.m. on
Friday). Some instructional areas also are open 8 a.m. until 4 p.m. on Saturday. Anyone
desiring access during nonoperational periods must secure permission and usage guidelines from
the office of the Vice President for Administrative Services. Also, the issuance and control of
keys will be managed through the same office.

Classroom Awareness

Security conditions vary from location to location, faculty should be aware of their surroundings
at all times. There should be no classroom visitors other than guest speakers invited by the
instructor or administration (per policy no one except registered students wh@snes appear
on the class roster may attend class).

If a stranger enters your classroom direct the person to the Information Center on the Asheboro
Campus or the administrative office at the Archdale or ESTC Centers. If they refuse to leave
your classroom then you or one of your students will need to notify the Information Center or
administrative office. Use the red phones in the hallways. This should be done without
antagonizing the intruder or jeopardizing the safety of other students or the instructor!

Refer all inquires to the Information Center on the Asheboro Campus or the administrative office
at the Archdale or ESTC Centers about classes (including room numbers). DO NOT volunteer
any information about students, faculty, or staff. This is extremely important to the safety of all
students, faculty, and staff. Domestic situations can spill over onto our campus without warning
so we must be vigilant in protecting everyone on the campus. Anyone with knowledge that their
domestic problems have the potential to spill over onto our campus is encouraged to notify the
School Resource Officer.

If you have an emergency and cannot contact your immediate supervisor then use the following
numbers:

Emergency Contact Numbers
(Ask for the appropriate facilities person to be contacted)

Information Desk Asheboro Campus 336-633-0200
Information Desk Archdale Campus 336-862-7980
ESTC Office 336-633-4165

Emergency Contact Numbers (Use only if you can’t contact someone at one of the above
numbers)
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Director of Safety 336-267-3054

Asst Director of Facilities 336-953-6683
Director of Facilities 336-953-7562
ESTC Director 336-736-6263

TOBACCO USE

Smoking

The Randolph County Board of Health adopted a countywide smoking policy effective October
11, 1993. This policy prohibits smoking within the interiors of all buildings on Randolph
Community Col |ISeakiagwsthin@5faetpfierdryedsors is strictly prohibited.
Violation of this policy is considered a misdemeanor, as provided by North Carolina General
Statutes 130A-25.

Smokeless Tobacco

The use of smokeless tobacco is prohibited in all eating areas on the campuses. The use of
smokeless tobacco in classrooms, laboratories, shops and offices is left to the discretion of the
instructor and/or occupant of the office.

DRUG-FREE WORKPLACE POLICIES AND PROCEDURES

To state the Coll eg#&desvorkplacei cy regarding a dru
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

Illegal 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.
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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
compl eted by the Coll ege’s Personnel
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.

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 enroliment 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
personnel 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 unlawfully 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 (unless approved by the College Board of Trustees for
specific events held off-campus or approved by the appropriate instructor, division chair
and campus security for use in a student project), will be subject to disciplinary action up to
and including termination or expulsion and reported to the appropriate law enforcement
authority. 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.
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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 Director of Human Resources)

Employees/Students:

Sandhills Mental Health Center

Alcoholics Anonymous

Narcotics Anonymous

Poison Control Centers

Contact Crisis Line

(Contact an RCC Counselor or the Director of Human Resources 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, opi um, cocaine, PCP, as wel | as
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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SEXUAL HARASSMENT

It is College policy that all employees and students have a right to work and study in an
environment free of discrimination which encompasses freedom from sexual harassment.
Randolph Community College prohibits sexual harassment of its employees and students in any
form. Such conduct may result in disciplinary action up to and including dismissal.

Specifically, no supervisor/instructor shall threaten or insinuate, either explicitly or implicitly

that any employee’s or Student’s submission t
influence any deci si on r e(glenreaplicade) emglogmedE mp |l oy e e
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 nonsupervisory personnel also is prohibited. This includes offensive sexual

flirtation, advances, propositions, continual or repeated abuse of a sexual nature, graphic verbal
commentary about an Individual’'s body, sexual
the display in the workplace of sexually suggestive objects or pictures.

Employees who have complaints of sexual harassment should, in appropriate circumstances,
report such conduct to their supervisors. If this is not appropriate, they should report such
conduct to the Affirmative Action Officer of the College. Students should report such conduct to
the vice president of Student Services. Where investigations confirm the allegations, appropriate
corrective action will be taken.

A sexual harassment awareness video is on hand in the library and must be viewed by all
employees of Randolph Community College. A form must be signed confirming that the
employee has viewed the tape. This form will be part of the employee personnel file. If you have
not viewed the sexual harassment video please contact the appropriate Program
Head/Coordinator as soon as possible to make arrangements to do so.

CLOSING OF SCHOOL DUE TO ADVERSE WEATHER

In the event of inclement weather, the College will adhere to the following policies:

Day and Evening Programs - Programs will be canceled only by the President of the College or

his designee. The decision will be broadcast by radio and television stations. If you hear the
announcement on the radio and/or television,
Announcements will be made by 6:30 a.m. and 4 p.m. for the day and evening programs

respectively. (Note: If the College is operating on a normal schedule, no announcement will be

made.)

The College closing announcements may be made in one of three ways:

1. Randolph Community College is closed for day and/or evening classes.
Explanation: Faculty and staff are not expected to report and vacation leave will
not be charged.

2. Randolph Community College is closed for day and/or evening classes. Optional
faculty/staff workday (may add: beginning at ).
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Explanation: Faculty and staff are to report OR request vacation leave from their
supervisor.

3. Randolph Community College will open at
Explanation: This option allows for delayed opening. Vacatlon leave will not be
charged for delayed opening.

Faculty, staff and students may call the College at (336) 633-0200. If the operation has been
altered due to inclement weather, such alterations will be announced through prerecorded
messages.

Extracurricular Activities - All extracurricular activities or other scheduled events will normally
be canceled when it is necessary to cancel classes due to adverse weather. The person who is in
charge of the activity/event will be involved in the decision and will be responsible for
rescheduling the activity/event if necessary.

The official decision regarding cancellations/closing/changes in schedule will be made in
the following order but will include collaboration with others:

1) Vice President of Administrative Services
2) Designated Vice President.

DISTANCE EDUCATION/VIRTUAL CAMPUS

All distance education courses (credit and non-credit) are coordinated though the Dean of each
respective area and the Director of Distance Education. Randolph Community College offers
distance education courses as an option and convenience to students. Students who require
flexible scheduling, who are unable to travel to and from campus, who cannot fit a course into
their schedule, or who learn better in an online environment, often discover that distance
education courses are a good choice. Distance education courses may be offered in hybrid,
online, video-conferencing, and NCIH formats.

Course requirements are comparable to traditional courses in content, assignments, and
examinations. Courses require that students meet deadlines for assignments, examinations, and
other course work just as in traditional courses. Online courses carry the same number of credit
hours as the equivalent courses offered through traditional methods. The main difference
between a distance education course and an on-campus course is the mode of delivery.

RCC offers four types of distance education courses in curriculum:
e Online (no required in-person, on-campus meetings),
e Hybrid I (majority of content online with one to six [1-6] required in-person, on-campus
meetings),
e Hybrid II (instruction is equally split, 50% online, 50% traditional. In-person attendance
required at regularly scheduled meetings one day each week of the semester.)
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e ITV/Video-Conferencing (Interaction between the instructor and students occurs through
LIVE video broadcast between two or more locations. Classes meet in-person [on-
campus].

The Distance Education Department also offers the Course or LearningManagement System
(CMS or LMS) as an enhancement to traditional classes. Instructors interested in using the
software can take advantage of:

e Document delivery

e Discussion, and

e Testing features

Contact the distance education staff for additional information.

Vision
Randolph Community College will be a leader in distance education by creating superior
education opportunities for students.

Mission

The mission of the Distance Education Program at Randolph Community College is to offer a
quality educational experience that is innovative and responsive to diverse needs of students and
the community.

TEACHING A DISTANCE EDUCATION COURSE

First Steps

Instructors interested in developing and/or teaching a new or existing course via distance
education should first discuss the possibility with the appropriate Program Head/Coordinator,
Division Chair, and the Director of Distance Education. The Program Head/Coordinator,
Division Chair, and DE director will determine if the course is appropriate for distance education
delivery and will arrange the required training and offer other assistance (technological and
pedagogical) related to online course development.

Full-Time Faculty Liaison

In compliance with accreditation criteria, a full-time faculty member is appointed as a liaison for

each distance education curriculum course taught by an adjunct faculty member. The full-time

faculty liaison is available to provide support to instructors and students. Each faculty liaison is

provided with guest access to the courses for which they are assigned as the liaison. The full-

time faculty |iaison’s name, position, title,
address, and semester office hours must be listed in the course syllabi of all adjunct curriculum

faculty.

Instructor Training

Instructors teaching distance education courses for the first time at Randolph Community
College must successfully complete the Online Instructor Training (OIT) before development or
teaching of a course can begin. Training focuses on course or learning management system
(CMS or LMS) delivery and tools, course development, document conversion, instructional
methodologies, ADA-compliance, and strategies for using technologies effectively.
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To learn more about training sessions, or to enroll in training, contact the Director of Distance
Education.

Resource People
Several RCC staff members are ready to assist distance education instructors on a regular basis.
We are happy to assist you as you plan your course.

Deborah Kennedy, Director of Distance Education, dmkennedy@randolph.edu or (336)633-0299
Tracy Emerson, Distance Education Support Specialist, (336)633-0263.

Kelly Castelloe, Virtual Campus Technical Coordinator, khcastelloe@randolph.edu or
(336)633-0124

One of the best ways to learn more about distance education courses is to talk with someone who
has taught a distance education course. Some of our veteran distance education faculty are listed
below; feel free to contact them if you want to know more about teaching a course in distance
education:

Lewis Edwards (336)633-3028
Iwedwards@randolph.edu

HIS 121, Western Civilization |
HIS 122, Western Civilization 1l
HIS 251, English History |

HIS 252, English History II

Tracie Hayes, (336)633-0291
tohayes@randolph.edu

ACC 120, Accounting |

ACC 121, Accounting Il

ACC 140, Payroll Accounting

ACC 150, Accounting Software Application
ACC 220, Intermediate Accounting |

Maria LeBaron, (336)633-0297
mblebaron@randolph.edu

PSY 110, Lifespan Development
PSY 150, General Psychology
PSY 281, Abnormal Psychology

Waymon Martin, (336)633-0317
wcmartin@randolph.edu

BUS 225, Business Finance

BUS 239, Business Application Seminar
BUS 153, Human Resource Management
MKT 120 80 Principles of Marketing
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Carol Savchak, (336)633-0261
clsavchak@randolph.edu

HUM 110, Technology & Society
PSY 256, Exceptional Children
PSY 263, Educational Psychology
SOC 210, Introduction to Sociology

Neil Weatherly, (336)633-0319
nlweatherly@randolph.edu

CJC 132, Court Procedures and Evidence
POL 120, American Government

LIBRARY SERVICES

Library Services, located in the R. Alton Cox Learning Resources Center (LRC), includes
two major components under the supervision of the Dean of Library Services: the library
and the LRC Computer Lab. Information on services and resources is available on the
depar t me n httpg/library.basdolphedu

ADDITIONAL RESOURCES

This publication is meant to serve as a basic source of information to adjunct faculty. More
detailed information can be obtained by referring to the following materials on our website:
www.randolph.edu.

1. Randolph Community College Personnel Handbook and Policy Manual
http://www.randolph.edu/administration/publications/index.php

2. Randolph Community Collegeatalog
http://www.randolph.edu/newevents/publications/catalog/09-10Catalog.pdf

42


mailto:clsavchak@randolph.edu
mailto:nlweatherly@randolph.edu
http://library.randolph.edu/
http://www.randolph.edu/
http://www.randolph.edu/administration/publications/index.php
http://www.randolph.edu/newevents/publications/catalog/09-10Catalog.pdf

