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1. INTRODUCTION

1.1. FOREWORD

The Reid State Technical College Policy Manual compiles the information needed by college employees to assist them in fulfilling their professional responsibilities effectively.  It provides a summary of the policies and procedures of The Alabama College System that most directly affect college personnel.  All college personnel shall carefully review this Policy Manual, consult the other publications to which it refers, and become thoroughly familiar with the regulations that govern their professional activities.  The Reid State Technical College General Catalog and Student Handbook, and the Alabama College System Policy Manual, hereinafter referenced as State Policy Manual, are available on campus.  The General Catalog and Student Handbook is available from Student Services and the State Policy Manual from the Dean of Instruction.

The College Policy Manual is reviewed and revised periodically.  Additions and revisions may be made at any time by properly authorized committees or by the administrative staff of the college.  Any policy existing or adopted by The Alabama College System always supersedes information in the College Policy Manual. 

The College Policy manual in no way constitutes a contract between Reid State Technical College and employees of said institution.

1.2. HISTORY OF THE COLLEGE

Reid State Technical College was created by the Alabama State Legislature through a State statute on May 3, 1963.  Through this enabling legislation, the College was chartered to provide citizens of the area greater and equal access to postsecondary education to help provide a trained work force for area employers to assist in the economic development of the area.

Local support for the establishment of the College was provided by the City of Evergreen with the donation of 26 acres of land in north Evergreen at the intersection of Interstate 65 and State Highway 83, which became the institution’s main campus.  From this campus, the College has provided quality postsecondary education programs for the College’s main service area, which includes Conecuh, Monroe, and Escambia counties and portions of Butler, Covington, and Wilcox counties.  In 1981, Reid State established an instructional site in the city of Atmore for the College’s Practical Nursing program.

The architectural firm of Carl H. Lancaster, Jr., Montgomery, Alabama, designed and supervised construction of the main campus facilities consisting of the administration building, seven shops and laboratory buildings, and a warehouse.  The Wiley Salter Auditorium and Administration Building was completed in 1986, with students from selected construction trades programs at the College doing most of the construction work.

Reid State was initially accredited in 1972 by the Southern Association of Colleges and Schools and was reaccredited in 1977, 1982, 1987, and 1993.  During the summer of 1995, Reid State Technical College became affiliated with the national Commission on Occupational Education (COE).  Reid State Technical College was reaccredited in 1999 by the national Commission on Occupational Education (COE).
1.3. PHILOSOPHY AND PURPOSE

The overall philosophy of Reid State Technical College is embedded in the following three beliefs:

1.
Education is essential to the economic, social, environmental, and 

political well being of the individuals in the College’s service area.

2.
Education should be academically, geographically, physically, and 

financially accessible to students.

3.
The technical college is uniquely qualified to deliver quality and 
equitable educational opportunities and services to assist in providing 
a trained 
work force for area employers and to assist in the local economic development.

The purpose of Reid State Technical College is consistent with the mission statement  of The Alabama College System which states:  “The Alabama College System, consisting of public two-year community, and technical colleges and an upper division college, seeks to provide accessible quality educational opportunities, promote economic growth, and enhance the quality of life for the people of Alabama.”  Thus, Reid State strives to provide postsecondary education on a non‑discriminatory basis for individuals who have a desire to prepare for entry‑level employment, advancement, or retraining in a career field. The training is designed to meet the needs and standards of business, industry, and the professions, and also afford the student reasonable expectations of gainful employment.

1.4. GOALS

To accomplish the purpose of the institution, Reid State has established the following goals that are stated as imperatives:

1.4.1. Imperative I ‑ Education, Training, and Career Development

1.4.1.1.
To provide programs of study which lead to a certificate, a diploma, or 
associate degree, and to provide a core of general education courses 

designed to assist students in developing the knowledge, skills, and 
work ethic necessary to become productive members of a democratic 
society.

1.4.1.2.
To maintain an atmosphere conducive to learning by providing a 

competent staff, student services, adequate equipment, and physical 
facilities.

1.4.1.3.
To provide educational offerings at times and in facilities that can best 
serve the College’s clientele.

1.4.2. Imperative II ‑ Accessibility

1.4.2.1.
To maintain an open door admissions policy which permits entry of 

students with a variety of abilities, interests, and aspirations.

1.4.2.2.
To provide educational access to individuals with a desire and 

documented ability to benefit from the College’s offerings.

1.4.3. Imperative III ‑ Quality

To pursue and maintain accreditation by the Commission of the Council on Occupational Education (COE) and appropriate program accreditation.

1.4.4. Imperative IV ‑ Diversity

To provide educational opportunities without regard to race, gender, ethnicity, disability, socioeconomic status, or age for those who have documented ability to benefit.

1.4.5. Imperative V ‑ Articulation

To strengthen program articulation between the College and area high schools, vocational centers, and other two- and four-year colleges.

1.4.6. Imperative VI ‑ Economic Development

1.4.6.1
To offer the services of institutional personnel and the use of facilities 
of the College, as appropriate, for community service to the area.

1.4.6.2.
To promote economic development of the area by providing on campus 
and on‑site instruction in special interest courses designed to meet the 

specific needs of  business and industry.

1.4.6.3
To be involved with chambers of commerce, industrial development 

commissions, and other economic development groups in community 

service activities.
1.5. TYPES OF PROGRAMS

To accomplish its purpose, the College offers programs of instruction in:

1.5.1. Occupational/Technical Education

The occupational and technical educational programs are designed to meet the increasing demands for technicians, semi‑professional workers, and skilled craftsmen for employment in industry, business, the professions, and government.  Graduates of these programs should possess the technical proficiency necessary for entry-level employment.

1.5.2. General Education

The general education program is designed to support the College’s technical programs and provide a general education curricula designed to assist students in developing complementary academic and technological skills necessary to become productive members of a democratic society.

1.5.3. Developmental Studies

The developmental studies program supplements the general education program by providing courses designed to develop academic competencies necessary to successfully complete college-level courses.

1.5.4. Community, Adult Education and Skills Training
The Community, Adult Education and Skills Training program is the college’s avenue for providing lifelong learning, developing basic skills, and family literacy  to adults.   Greater emphasis is placed on the adult learner.  

1.5.5. Specialized Area and Community Services

The facilities and personnel of the College are available for specialized shot term and non-credit services to meet the cultural and educational needs of people in the area served by the College. These services include special programs, cultural events, workshops, meetings, lectures, conferences, seminars, community projects, continuing education and others.

1.6. RECOGNITION AND ACCREDITATION

Reid State Technical College is accredited by the Commission on the Council on Occupational Education.  Additionally, the Practical Nursing program is accredited by the Alabama Board of Nursing, and the Nursing Assistant/Home Health Aide program has equivalency status with the Foundation for Hospice and HomeCare of the National HomeCaring Council Division.  The Cosmetology, Nail Technology, and Cosmetology Instructor Training programs are approved by the Alabama State Board of Cosmetology.   The Business Technology program is accredited by the Association of Collegiate Business Schools and Programs.  The College is approved for the enrollment of veterans entitled to educational benefits  under the following laws:  Vocational Rehabilitation, War Orphans Education Assistance Act, and Veterans Readjustment Benefits Act.

2. ORGANIZATION

Reid State Technical College is organized and administered under policies of the Alabama State Board of Education.  The State Board is responsible for the management, control, administration, and supervision of all public two‑year colleges in Alabama, but it has delegated most administrative and supervisory responsibilities to the Chancellor of The Alabama College System and, through the Chancellor, to the President of each two‑year college.

2.1. ORGANIZATION CHART

See Appendix 1.

2.2. STATE BOARD OF EDUCATION

The duties and responsibilities of the Alabama State Board of Education are specifically described in Legislative Act 82‑486 as set forth in the Code of Alabama 1975.

2.2.1. Duties and Responsibilities

Specific duties empowered to the State Board of Education through Legislative Act 82‑486 are cited as follows:

2.2.1.1.
To make rules and regulations for the governance of each community and technical college;

2.2.1.2.
To prescribe for the community and technical colleges the courses of study to be offered and the conditions for granting certificates, diplomas, and/or degrees;

2.2.1.3.
To appoint the president of each community and technical college, each 
president to serve at the pleasure of the Board;

2.2.1.4.
To direct and supervise the expenditure of legislative appropriations of 
each community and technical college;

2.2.1.5.
To prescribe qualifications for faculty and establish a salary schedule 
and tenure requirements for faculty at each community and technical 
college;

2.2.1.6.
To accept gifts, donations, and devised and bequests of money and real and personal property for the benefit of community and technical colleges 
or any one of them; and

2.2.1.7.
To disseminate information concerning and promote interest in community and technical colleges among citizens of Alabama.

2.3. THE CHANCELLOR

2.3.1. Organization

The Chancellor is the chief executive officer of The Alabama College System and the Department of Postsecondary Education.  The Chancellor serves at the pleasure of the Board and performs such duties as the Board may assign.  Likewise, the Chancellor assists the Board in carrying out its authority and responsibility to operate and manage the community and technical colleges.  Overall, the authority and responsibility for the operation of each of the community and technical colleges are vested in the Chancellor, subject to the approval of the Board.

2.3.2. Duties and Responsibilities

 The Chancellor is delegated the following responsibilities:

2.3.2.1.  
To execute and enforce the rules and regulations of the State Board of Education governing the [community] community and technical colleges;

2.3.2.2.
To interpret the rules and regulations of the Board concerning the [community] community and technical colleges;

2.3.2.3.
To administer the Office of the Chancellor and appoint to positions of employment such professional, clerical, and other assistants, including specialists and consultants, on a full‑ or part‑time basis as may be needed to assist the Chancellor.  The number of employees, the compensation, and all other expenditures of the Office of the Chancellor shall be within the limits of a budget for the Office of the Chancellor which shall be approved by the Board.  The Chancellor and all employees of the Office of the Chancellor shall not be subject to or governed by the Provisions of the State Merit System law, but shall be entitled to all benefits accruing to Merit System employees including the right to accumulate leave and participate in conditions as employees of the Department of Education.

2.3.2.4.
To have the authority to take all actions necessary and proper to administer policies, rules, and regulations of the Board in carrying out its responsibility for the management and operation of [community]  and technical colleges;

2.3.2.5.
To prepare, or cause to be prepared, an annual report to the State Board of Education on the activities of the Department of Postsecondary Education and to submit on the first day of December or as early thereafter as practical, the same to the Board for approval and adoption.  He or she shall also prepare, or cause to be prepared, all other reports which are or may be required by the Board;

2.3.2.6.
To prepare, or cause to be prepared, and submit for approval by the State Board of Education such budget for each quadrennial, or for such other period as may be fixed by the Department of Finance or other duly authorized body;

2.3.2.7.
To prepare, or cause to be prepared, and submit for approval and adoption by the State Board of Education such legislative measures as are in the Chancellor’s opinion needed for the further development and improvement of the [community] junior and technical colleges.

2.4. REID STATE TECHNICAL COLLEGE

2.4.1. Organization

Reid State Technical College is a part of the state system of community, and technical colleges authorized by the Alabama Legislature under Act 93, approved May 3, 1963.  The institution is under the control of the State Board of Education through the Chancellor of the Department of Postsecondary Education.  Upon the recommendation of the Chancellor, the State Board of Education appoints the college president.  The college is organized under three major areas:  student services, financial services, and instructional services with a dean or manager as the administrative officer of each area.

2.4.2. President

The President serves as chief administrative officer of the College.  Through the Chancellor, he or she is responsible to the State Board of Education and is directed to organize and operate the College in accordance with the policies, procedures, and regulations of the State Board and The Alabama College System.  He or she represents the College at appropriate local, state, and national events; develops effective regional and community relations with other organizations and individuals; and serves as an ex‑officio member of all committees.  His or her major responsibility is to provide leadership and supervision for the total college program, including:

2.4.2.1.   Planning  

Analyzing the situation, setting goals, and developing policies, operating plans, schedules, and budgets.

2.4.2.1.1.
Confers with the Chancellor and plans programs concerning organizational, operational, and academic functions the institution.

2.4.2.1.2.
Directs the collection and analysis of data for use in the process of educational planning.  Sources of data include community characteristics, economic bases and population, system characteristics, sources of funds, and status of organization, physical plant, finance, program and staff, with faculty, staff, and student input.

2.4.2.1.3.
Directs activities in developing comprehensive long‑range educational plans.

2.4.2.1.4.
Reviews and approves the strategic plan for the College.

2.4.2.1.5.
Reviews and approves the operating budget.

2.4.2.1.6.
Reviews and approves the administrative policies, procedures, rules, and standards.

2.4.2.1.7.
Reviews and approves plans necessary to maintain accreditation by COE and other agencies.

2.4.2.2.   Organizing  

Designing and maintaining a structure of roles to facilitate the accomplishment of instructional objectives.

2.4.2.2.1.
Develops and obtains approval for administrative and academic organizational structure, including off‑campus sites.

2.4.2.2.2.
Defines and communicates scope of authority and responsibilities of administrative staff.

2.4.2.2.3.
Appoints and charges appropriate standing and ad hoc committees.

2.4.2.2.4.
Establishes agenda and convenes administrative meetings and conferences.

2.4.2.3.   Staffing

Staffing the organization through effective recruitment, selection, appraisal, and development of faculty and academic administrative staff.

2.4.2.3.1.
Approves and implements policies and procedures for recruitment and selection of staff and faculty.

2.4.2.3.2.
Approves and implements policies and procedures for development and appraisal of staff and faculty.

2.4.2.3.3.
Appraises performance of administrative staff.

2.4.2.3.4.
Ensures compliance with EEOC/Affirmative Action and ADA for all positions of the institution.

2.4.2.3..
Implements approved compensation program.

2.4.2.3.6.
Approves and implements procedures related to retention, discipline, and dismissal of faculty and staff.

2.4.2.4.   Leading and Directing

Coordinating the academic program so that scheduled activities take place and faculty and academic administrators work together efficiently and effectively to accomplish goals.

2.4.2.4.1.
Motivates, communicates with, and leads faculty and staff in accomplishing administrative and educational objectives; directly supervises dean and dean‑level positions.

2.4.2.4.2.
Monitors the general level of morale and job satisfaction and resolves developing problems.

2.4.2.4.3.
Arbitrates complaints and grievances.

2.4.2.4.4.
Approves action relating to discipline/discharge of faculty or staff.

2.4.2.4.5.
Approves all official college publications.

2.4.2.5.   Controlling and Reporting

2.4.2.5.1.
Monitors academic programs and organizational and operational aspects of the institution to ensure progress toward objectives.

2.4.2.5.2.
Compares year end accomplishments against plans.

2.4.2.5.3.
Oversees the maintenance of records and preparation of reports; uses data from reports to improve the planning process.

2.4.2.5.4.
Oversees the analysis of data and related institutional research.

2.4.2.5.5.
Monitors institutional development activities to ensure proper levels of external funding.

2.4.2.5.6.
Monitors business and financial operations to ensure proper levels of external funding.

2.4.2.5.7.
Monitors status of physical plant to ensure scheduled maintenance is performed.

2.4.2.5.8.
Monitors area of student affairs to ensure that students receive appropriate services.

2.4.2.6.   External Affairs

Effectively representing the institution to external constituents.

2.4.2.6.1.
Establishes good public relations program with community, legislative delegation, and other institutions of secondary and higher education.

2.4.2.6.2.
Personally represents the College with individuals, groups, civic organizations, legislative bodies, commissions, accrediting agencies, and other related entities.

2.4.2.6.3.
Involves the community in planning programs and services for the community’s benefit.

2.4.2.6.4.
Serves as ex‑officio member of all College advisory committees.

2.4.2.7.   Professional Development

Acquiring and maintaining the necessary knowledge and skills to perform assigned responsibilities.

2.4.2.7.1.
Pursues personal professional involvement activities such as review of professional literature and formal or independent study.

2.4.2.7.2.
Attends workshops, conferences, seminars, etc., in professional areas.

2.4.2.7.3.
Holds membership in appropriate professional organizations.

2.4.2.7.4.
Supports continuous professional development activities for staff and faculty.

2.4.3. Dean of Instruction

The Dean of Instruction, under administrative direction, plans and coordinates all aspects of the academic program; sets goals, develops policies and plans concerning curricula, course offerings, requirements, schedules, textbooks and related academic matters; develops and recommends academic budgets; implements procedures regarding recruitment, selection, development, appraisal, and compensation of faculty and academic administrators; leads faculty in the achievement of academic objectives; monitors progress toward objectives and ensures that necessary reports are submitted; serves as liaison with accrediting bodies on academic matters; represents the President and College to external groups. 

2.4.4. Business Manager
The Business Manager, under administrative direction, administers the business affairs of the College; controls budget including collection, custody, investment, disbursement and auditing of all funds; administer related functions including auxiliary enterprises and insurance and risk management; administers development and management of physical plant; supervises assigned staff; security;conducts personal professional development; and participates in community affairs.

2.4.5. Dean of Students

The Dean of Students, under administrative direction, implements financial and related administrative procedures; working through subordinate administrators and managers, administers a comprehensive program of student services including admissions, registration, student records, financial aid, orientation, counseling, testing, student government, discipline, and cultural and recreational activities.   

2.4.6. College Committees

2.4.6.1.   President’s Advisory Council

The President’s Advisory Council, mandated by legislative authority and by the Department of Postsecondary Education policy, are members of the College community and who are to promote and serve the best interests of the institution in every way not inconsistent with the original Alabama Trade School and Junior College Authority Act. The Advisory Council is recommended by the President and serves as members of the college community who are to promote the institution and to ensure that it remains current in its curricula,  meets the needs of local industry, instruction is adequate, and that the college is meeting its mission and goals or assists with their revision.

Meetings:  Annually or as called by the President.

Membership:  Recommended by the President

2.4.6.2.   Executive Committee

The Executive Committee plans, coordinates, and evaluates the college’s programs and services and develops and approves all college policies.

Meeting Schedule:  Weekly or as called by the President.

Membership:  President and all administrators reporting directly to the President.

2.4.6.3.   Executive Council

The purpose is to facilitate daily operations through the exchange of information, to resolve operational issues, and to serve in an advisory role to the President.

Meeting Schedule:  As called by the President.

Membership:  President and key college administrators and department chairpersons.

2.4.6.4.   Instructional’s Council (Department Chairpersons)

The Instructional’s Council serves in an advisory capacity to the Dean of Instruction, who serves as chairperson.  The committee serves in all matters pertaining to academic policies and procedures.  To this committee may be referred matters relating to the broad areas of academic structure and governance and specific academic policies such as grading systems, class attendance and withdrawal, and course syllabi.

Meeting Schedule:  Each month or as called by the Dean of Instruction.

Membership: Dean of Instruction and department chairpersons.

2.4.6.5.  Planning Council

This is the long‑range planning entity for the college.  The specific role of this committee is to review and update the college’s philosophy and objectives, and to assess and recommend research studies and evaluation methods to measure the college’s achievement of overall institutional effectiveness.  The committee also assists in formulating and maintaining and annual, three‑year plan for institutional management.

Meetings:  At least once per semester as called by the chairperson.

Membership:  Dean of Instruction, Director of Institutional Effectiveness, Department Chairpersons, Dean of Students, Business Manager, Financial Aid Director, Public Relations/Marketing Director.

     Subcommittee:  Department Chairs

2.4.6.6.   Admissions/Placement

This committee hears academic or disciplinary suspension appeals, reviews progress of currently enrolled students admitted under Ability‑to‑Benefit provisions, hears appeals from transfer students regarding their admission status, reviews cases of students placed on academic warning, academic probation, one quarter academic suspension, or one year academic suspension, and reviews requests for academic bankruptcy.

Meetings:  Semesterly or as called by the chairperson.

Membership: Dean of Instruction, Dean of Students, Registration Services Coordinator, Financial Aid Director, Director of Counseling, and faculty representative.

2.4.6.7.   Scholarship Committee

This committee coordinates the awarding of academic and leadership scholarships.

Meetings:  Semesterly or as called by the chairperson.

Membership:  Marketing/Public Relations Director, Finanical Aid Director, Coordinator of Financial Assistance, faculty representatives, , and Director of Counseling and Asistant Dean of Institutional Effectiveness.
2.4.6.8.   Safety Committee

This committee will coordinate an effective safety program that insures a safe environment for training, both on campus and off campus as appropriate.

Meetings:  Semesterly as called by the chairperson.

Membership:  Faculty representatives.

2.4.6.9.   Drug Awareness Program Committee

This committee is charged with developing a comprehensive drug awareness plan as mandated by the federal government.

Meetings:  Semesterly or as called by the chairperson.

Membership: Director of Counseling and faculty representatives.

2.4.6.10.   Faculty Assembly

The Faculty Assembly serves as a forum for the discussion and dissemination of information regarding academic actions and matters.

Meetings:  Semesterly or as called by the President or Dean of Instruction.
Membership:  All faculty.

2.4.6.11.   College Assembly

The College Assembly serves as a forum for the discussion and dissemination of information regarding all college actions and matters.

Meetings:  Semesterly or as called by the President.

Membership:  All college personnel.

2.4.6.12.   Professional Development

This committee provides quality professional development activities for administration, faculty, and staff at the College.  The committee will plan and present, as a minimum, one professional development in‑service activity each semester.

Meetings:  Semesterly or as called by the chairperson.

Membership:  Faculty and staff representatives.

2.4.6.13.   Local Advisory Committees

Local advisory committees are utilized to ensure that desirable, relevant, and current practices are included in every instructional program.  Annual activities will be verified on the committee checklist and documented in committee minutes.  Committee checklist and organization guidelines are found in Appendix 2.

Meetings:  Semi-annually.

Membership:  Members for these advisory committees are recommended by the appropriate department chair and appointed by the college president.  Membership is composed of at least three members external to the institution, and each division’s committee will include a member for each program represented in the division.

2.4.6.14. Master Teacher Committee

This committee 

Meetings:  As called by Chairperson.

Membership:  Faculty Representatives

2.4.6.15. Quality Council for Curriculum and Program Review

This committee shall be responsible for conducting annual reviews of program curricula, objective, mission, content, and outcomes, and making recommendations of improvement to the Instructional Council and Dean of Instruction.

Meetings:  Monthly

Membership:  Faculty Representatives

3.  PERSONNEL POLICIES AND PROCEDURES

3.1. CREDENTIALS

See Appendix 3 for credentialing requirements.

3.2. FACULTY JOB DESCRIPTION

The job description for full-time and adjunct faculty are contained in Appendix 4.
3.3. FACULTY DUTIES AND RESPONSIBILITIES

3.3.1. Instructional Calendar

Reid State develops an annual calendar to meet the requirements of the State Board of Education.  The academic year (fall and spring semesters) instructional calendar shall include 175 days.  The summer term shall include 54 days.  The fall and spring semesters shall each contain a minimum of 78 instructional days.  A minimum of three examination days per semester (fall and spring) may be counted as instructional days.  The summer term shall include a minimum of 50 instructional days.  A minimum of two examination days may be counted as instructional days.  The scholastic year (fall, spring, and summer) shall include: 175 duty days, 156 of which must be instructional days for the academic year (fall and spring semesters); 54 duty days, 50 of which must be instructional days for the summer term; or 229 duty days, 206 of which must be instructional days for the academic year and summer term.  

At least one registration day is required per term for fall and spring semesters and one registration day for summer term.  The calendar shall include a minimum of two and a maximum of five drop/add days per term for fall and spring semesters and a maximum of two days for the summer term.  Orientation or initial class sessions may be held on registration day, but these days may not be counted as instructional days.  The remaining (noninstructional) days shall be used for registration, final examinations, professional development, and faculty workdays.  

The fall semester must begin in August and end in December.  Spring semester must begin in January and end in May.  The fall semester will include two days and the spring semester will include three days for statewide professional development.  A minimum of two local professional development days are required for the year.  Days that the college is officially open are duty days for all full-time noninstructional personnel.

3.3.2. Duty Days and Hours

Full‑time instructors, librarians, and counselors employed on a nine‑month contract (fall and spring) shall work a minimum of 175 days.  Full‑time instructors, librarians, and counselors employed on a twelve‑month contract shall work a minimum of 229 days.  Those employed full‑time for the summer shall work a minimum of 54 days.

The Alabama State Board of Education requires faculty members to spend a minimum of 35 hours per week on campus, exclusive of any regularly scheduled breaks.  This does not mean that every faculty member is required to be on duty seven hours a day, but it is intended that faculty have a regular schedule of instruction, student counseling, and preparation.  Faculty schedules must be approved by the Dean of Instruction and the President and subsequently adhered to by the faculty member.

3.3.3. Faculty Load

According to the State Board of Education Policy #608.1 Instructor Load and hours:  “Each full-time academic instructor at any institution under the authority, direction, and control of the State Board of Education shall teach 15 to 16 credit hours per term or the equivalent for the academic year, fall and spring semesters, at such institution.  The maximum number of contact hours per week for a full-time technical instructor shall be determined by the president but shall not exceed thirty (30).

According to the State Board policy, duties of the instructors and hours involved will be determined by the President with the understanding that good professional judgment will be exercised.  For the purposes of this policy, a full-time load for a technical instructor shall be 24 to 30 clock hours per week.  The number of preparations and the number of students will be considered as well as the total theory hours taught in determining a full-time load.  Technical instructors will not teach more than six theory courses taught nonconcurrently or more than 16 clock hours of theory.  A full-time load for general education faculty shall be 15 to 16 credit hours for fall and spring semesters and 12 to 13 hours for summer term.

3.3.4. Course Syllabi

It is the responsibility of each faculty member to provide his/her students and division chair with a comprehensive course syllabus for each course assigned to him/her. These shall be given to students at the first class meeting. The Division Chairs, in turn, shall submit a copy of each course syllabi to the Dean of Instruction.  The course syllabi shall be constructed in compliance with the syllabus requirements, course guide, and curriculum standard on file in the office of the Dean of Instruction and Department Chairpersons.  Two copies of each course syllabus, for the upcoming semester, are due to the Division Chair at the end of the Fall, Spring, and Summer semesters.
3.3.5. Lesson Plans

All faculty are required to utilize lesson plans and course outlines in order to adequately prepare for instruction.

3.3.6. Course Notebooks

Division Chairs are responsible for ensuring that department faculty organize instruction, as indicated by course outlines, syllabi, lesson plans, evaluations, and other appropriate instructional materials.  These materials are to be included in a centralized course notebook maintained by Division Chairs or full-time faculty.  Adjunct faculty shall have access to the course notebooks for instruction.
3.3.7. Class Meetings

Faculty shall meet all classes as scheduled according to the current instructional calendar.  Should a class need to be rescheduled, the faculty member must first consult the Division Chair.

3.3.8. Outside Employment Activities

Each member of the faculty is expected to give full service to class, committee, advisory, and other responsibilities in his/her professional position at the College.  No full‑time faculty member is to accept regular part‑time employment that may interfere with his or her responsibility to the College.  All personnel shall request and receive annual written approval from the President prior to acceptance of or continuation of part‑time employment.  Outside full‑time employment is not allowed.

                              3.3.9  Division Chair

The President appoints Division Chairs based upon the recommendation of the Dean of Instruction and the following not all inclusive five criteria:  1) demonstrated leadership ability, 2) demonstrated interpersonal and communication skills, 3) demonstrated ability to perform the duties/functions of a department chair, including scheduling; faculty recruitment, supervision, and evaluation; departmental budgeting, 4) support from departmental faculty and 5) seniority.  The Dean of Instruction by authority vested in him/her by the President can assume chairpersonship of any division if there is a need to do so.
3.4. FACULTY PERSONNEL POLICIES

3.4.1. Grievance Procedure

The purpose of the Grievance Procedure is to provide an equitable and orderly process by which personnel may resolve grievances with respect to the application of the provisions of the laws, rules, policies, procedures, and regulations of the United States, the State of Alabama, the Alabama College System, or the College as they affect the activities or status of each person or student.  Grievances shall be settled at the lowest level possible.

3.4.1.1.   Definition

A grievance is a complaint by any member of the professional staff, the non-professional staff, or the student body.  It may be initiated orally or in writing and should be done within a reasonable time following the act or condition which is the basis for the complaint.

3.4.1.2.   Procedure

3.4.1.2.1.   Step 1  

The aggrieved person shall first discuss the grievance with the administrator, faculty member, or member of the support staff involved.  It is stressed that every reasonable effort should be made by both parties to resolve the matter at this level.  Recognizing that grievances should be raised and settled promptly, a grievance must be raised within thirty (30) calendar days from its occurrence.

3.4.1.2.2.   Step 2

If the aggrieved person is not satisfied with the disposition of his/her grievance at Step 1, a written statement of the grievance shall be sent to the administrator, faculty member, or member of the discussion at Step 1.  This statement shall include the current date, the date of the grievance, and a statement presenting the person’s recommended action to resolve the grievance.  The administrator, faculty member, or member of the support staff must respond in writing within five (5) working days.

3.4.1.2.3.   Step 3 

If the aggrieved person is not satisfied with the written response obtained in Step 2, or if the administrator, faculty member, or member of the support staff fails to answer the grievance, the aggrieved person shall contact the immediate supervisor. Within five (5) working days of receipt of the notification, the supervisor shall schedule a conference with all involved persons in an attempt to resolve the grievance.  Notification of the supervisor’s decision will be given in writing within five (5) working days after the conference.

3.4.1.2.4.   Step 4

If the aggrieved person is not satisfied with the disposition at Step 3, a written appeal may be made to the appropriate Dean (or the President if the Dean is a party to the grievance) within five (5) working days of hearing of the disposition at Step 3.  The aggrieved person has the option of presenting a complaint in conference with the appropriate Dean (or President) or he/she may present the case before a selected panel.  If selected, the panel will include the appropriate administrator and three persons from the appropriate administrative, faculty, or support staff ranks.  Selection of panel members will be made by the Executive Committee with the approval of the President.  Final notification of the action taken in Step 4 will be presented in writing within five (5) working days of the termination of the conference panel.

3.4.1.2.5.   Placement of records.  

If the procedures go beyond Step 2, a copy of the grievance and its disposition shall be placed in the official personnel file of any involved administrator, faculty member, or member of the support staff.  

3.4.1.2.6.   Notification of Disposition

If the grievance is not resolved satisfactorily after Step 4, the grievant may notify: The Council On Occupational Education, 41 Perimeter Center East, NE Suite 640, Atlanta, Georgia 30346.  Notification to the Council on Occupational Education should be made within fifteen (15) calendar days of the final action of the conference panel.

3.4.2. Title V (Disabilities), Title VI (Civil Rights), and Title IX (Gender) Grievance Procedure

3.4.2.1.   Step 1

The original and two copies of Grievance Form A, see Appendix 4, must be filed with complainant’s Dean of Instruction or Division Chair within thirty (30) calendar days following the date of alleged violation (s) of the Title V, VI or IX regulation  The alleged violation(s) must be clearly and specifically stated (complainant is advised to keep a copy of all forms used in steps 1-6 of his/her files).

3.4.2.2.   Step 2

Complainant’s Dean of Instruction or Division Chair will immediately notify the President and the Title V, VI, or IX Coordinator of receipt of Grievance Form A.  The Dean or Division Chair will have thirty (30) calendar days following date of receipt of Grievance Form A to investigate and study complainant’s allegations, hold a formal hearing, and make a written report of findings to complainant.  Form A must be used for the report.  Copies of Form A must be provided to the Title V, VI, or IX Coordinator and the President.  Complainant’s copy must be mailed to his/her home address by certified mail, return receipt requested.

3.4.2.3.   Step 3

Complainant must, within 15 calendar days following receipt of Dean or Divison Chair’s report, file with the President and Title V, VI, or IX coordinator a written notice of acceptance or appeal of the report.  If a notice of appeal is filed, appeal Form B must be used.  Complainant must state clearly and specifically on Form B the objections to the findings and/or decision of the Dean or Division Chair.  Copies of Form B must be provided the Title V, VI, or IX Coordinator and the President.  If complainant fails to file notice of appeal by 5:00 p.m. on the 15th calendar day following receipt of Dean or Divison Chair’s report, the right to further appeal will be forfeited.

3.4.2.4.   Step 4

The President will have 30 calendar days following date of receipt of complainant’s notice of appeal to investigate and study complainant’s allegations, and make a written report of findings to complainant.  Form B must be used for the report.  Copies of Form B must be provided the Title V, VI, or IX Coordinator and the Chancellor.  Complainant’s copy must be mailed to his/her home address by certified mail, return receipt requested.

3.4.2.5.   Step 5

Complainant must, within 15 calendar days following receipt of President’s report, file with the President and Title V, VI, or IX Coordinator a written notice of acceptance or appeal of the report.  If notice of appeal is filed, appeal Form C must be used.  Complainant must state clearly and specifically on Form C the objections to the findings and/or decisions of the President.  copies of Form C must be provided the Title V, VI or IX Coordinator and the Chancellor.  If complainant fails to file notice of appeal by 5:00 p.m. on the 15th calendar day following receipt of the President’s report, the right to further appeal will be forfeited.

3.4.2.6.   Step 6

The Chancellor will have 30 calendar days following the date of receipt of complainant’s notice of appeal to investigate and study complainant’s allegations and the report of the President, hold a formal hearing, and make a written report of findings to the complainant.  Form C must be used for the report.  Copies of Form C must be provided the Title V, VI, or IX Coordinator.  Complainant’s copy must be mailed to his/her home address by certified mail, return receipt requested.

If the last day for filing notice of appeal falls on either Saturday, Sunday, or a legal holiday, complainant will have until 5:00 p.m. the first working day following the 15th calendar day to file.

3.5. EVALUATION

The faculty appraisal system at Reid State Technical College is based on observed accomplishments of the specific duties and responsibilities included in the faculty job description.  As required by State Board Policy, each non‑probationary instructor is evaluated annually by the Divison Chairperson, by the Dean of Instruction and by the president or his/her designee.  Additionally, Divison Chairpersons are evaluated annually by the Dean of Instruction.  Probationary instructors are evaluated each semester by the Division Chairperson.

Staff are evaluated annually by his/her supervisor.  Administrators are evaluated annually by the President.  Copies of personnel evaluation forms are exhibited in Appendix 6.

Students are asked to evaluate the President, Dean of Instruction, Dean of Students, as well as unit processes at the college on surveys of graduates, current students, and non-returning students.  Additionally, student evaluations of instruction are conducted at least annually for each faculty member.  Copies of student surveys and instructional evaluations are exhibited in Appendix 6.

3.6. EMPLOYMENT

3.6.1. Conditions of Employment

Employment at the College is subject to the following conditions:

Before a contract of employment is valid, the applicant’s official, seal-bearing transcripts of credits earned at any institution attended or other official documentation must be on file in the proper administrative office.

3.6.1.1
Employment is offered dependent upon an adequate source of funds to 
maintain the position offered.

3.6.1.2
Part‑time positions are temporary and do not apply toward tenure.

3.6.1.3
No guarantee of employment for part‑time positions is expressed or 
implied beyond the contract period.

3.6.1.4
If non‑probationary status has not been achieved, an employment 
contract shall not be construed as binding on either party beyond its 
specified dates, and there is no expectancy, expressed or implied, of 
continued employment beyond the contract period.

3.6.1.5
An employee whose salary is paid from federal funds, contracts or 
special allocations may not expect to achieve non‑probationary status.

3.6.1.6
Salary adjustments or reclassification shall be effective at the 
beginning of the next contract period.

3.6.1.7
Temporary full‑time positions do not apply toward tenure.

3.6.1.1.   Employment Procedures.

3.6.1.1.1. Faculty and Professional Staff on A, B, C, and D Salary Schedules 

This procedure pertains to the activities related to the search and appointment of administrative and regular faculty personnel.  This procedure does not pertain to the selection or appointment of clerical, other support personnel, part‑time faculty, lab assistants, or training for industry faculty or administrators.

The President shall determine all vacancies and schedules for searches and appointments. Additionally, the President may terminate any search committee and related activities at any point of the search process.

3.6.1.1.1.1.
The Intent to Employ announcement will be prepared by the Dean of Instruction and approved by the President.

3.6.1.1.1.2.
The Intent to Employ announcement will be mailed to the colleges specified in the appropriate Court Orders and to all other colleges on the college’s mailing list.

3.6.1.1.1.3.
The Intent to Employ announcement will be mailed to qualified applicants currently on file (applications 
received during the last twelve months).

3.6.1.1.1.4.
The Intent to Employ announcement will be advertised in state and local newspapers.

3.6.1.1.1.5.
The Intent to Employ announcement will be posted on the announcement bulletin board in Building 100 of the main campus at least 14 days before the position is to be filled.

3.6.1.1.1.6.
The Intent to Employ announcement will be mailed to the Alabama Department of Postsecondary Education. 

3.6.1.1.1.7.
Appointment of the Recruitment and Selection Committee by the President.  The composition of the Recruitment and Selection Committee will be in accordance with court ordered requirements.  At a minimum, each Recruitment and Selection Committee shall consist of at least (5) college employee representatives.  The Committee shall be comprised of at least 40 percent black and 50 percent female members.  Other individuals may be appointed to the Recruitment and Selection Committee as deemed necessary by the President.

3.6.1.1.1.8.
The Recruitment and Selection Committee will review all completed applications to determine if the applicants meet the minimum requirements specified.

3.6.1.1.1.9.
Each Recruitment and Selection Committee shall meet at least once prior to the publication of the position announcement  During this organizational meeting, the Recruitment and Selection Committee shall review the position announcement to determine its appropriateness.  Additionally, the committee should review the position announcement mailing list to determine that said announcement will be sent to all sources as mandated by the Alabama State Board of Education and the respective court order.

3.6.1.1.1.10.
Minutes of each Recruitment and Selection Committee meeting shall be taken.

3.6.1.1.1.11.
Interviews shall be conducted for all individuals applying for said position who meet the preferred minimum qualifications.  An applicant interview instrument will be completed for each interviewee.

3.6.1.1.1.12.
Reference checks shall be completed by a member of the Recruitment and Selection Committee.

3.6.1.1.1.13.
The Recruitment and Selection Committee may reject any application which is not complete as specified in the respective position announcement.

3.6.1.1.1.14.
When all applicants have been interviewed and evaluated according to the uniform nondiscriminatory employment standards, the Recruitment and Selection Committee will recommend in writing at least three (if possible) applicants for each vacancy.

3.6.1.1.1.15.
The President may reject any or all of the recommended applicants.  Additionally, the President may re‑open a search.

3.6.1.1.1.16.
At a minimum, the Recruitment and Selection Committee file shall include five (5) elements.  These elements are as follows:

· Completed application for each applicant
· Resume
· Three letters of recommendation related to each applicant’s professional qualifications or work

· Official transcripts of postsecondary education experience for each applicant

· Copies of pertinent professional certificates or licenses of each applicant

3.6.1.1.1.17.
A letter of appointment to the successful applicant will be sent by the President.

3.6.1.1.1.18.
A letter of acceptance and signed contract for the successful applicant must be on file at the college prior to said individual’s first day of employment.

3.6.1.1.1.19.
Notification that the position has been filled shall be sent by the President to all applicants for the respective position.

3.6.1.1.1.20.
All Recruitment and Selection Committee files shall be maintained by the college for a period of seven (7) years.

3.6.1.1.2. Non‑Professional Staff on Salary Schedules E and H

This procedure pertains to the activities related to the search and appointment of non‑professional personnel.

The President shall determine all vacancies and schedules for searches and appointments. Additionally, the President may terminate any search committee and related activities at any point of the search process.

3.6.1.1.2.1.
The Intent to Employ announcement will be 



prepared by the appropriate administrator and 


approved by the President.

3.6.1.1.2.2.
The Intent to Employ announcement will be mailed 


to the schools specified in the Court Order and to all 


other schools on our mailing list.

3.6.1.1.2.3.
The Intent to Employ announcement will be mailed 


to qualified applicants currently on file (applications 


received during the last twelve months).

3.6.1.1.2.4.
The Intent to Employ announcement will be 



advertised in state and local newspapers.

3.6.1.1.2.5.
The Intent to Employ announcement will be posted on the announcement bulletin board in Building 100 of the main campus at least 14 days prior to the date the position is to be filled.

3.6.1.1.2.6.
The Intent to Employ announcement will be mailed 


to the Alabama Department of Postsecondary 


Education.

3.6.1.1.2.7.
Appointment of the Recruitment and Selection 


Committee by the President.  At a minimum, each 


Recruitment and Selection Committee shall consist 


of at least five (5) college employee representatives.  


The Committee shall be comprised of at least 40 


percent black and 50 percent female members.  


Other individuals may be appointed to the 



Recruitment and Selection Committee as deemed 


necessary by the President.

3.6.1.1.2.8.
The chair of the committee will review all completed applications to determine if the applicants meet the minimum requirements specified.

3.6.1.1.2.9.
All applicants who meet the minimum requirements 


will be invited for an interview.

3.6.1.1.2.10.
An applicant interview instrument will be completed 


for each interviewee.

3.6.1.1.2.11.
Each Recruitment and Selection Committee shall meet at least once prior to the publication of the position announcement.  During this organizational meeting, the Recruitment and Selection Committee shall review the position announcement to determine its appropriateness.   Additionally, the committee should review the position announcement mailing list to determine that said announcement will be sent to all sources as mandated by the Alabama State Board of Education and the respective court order.

3.6.1.1.2.12.
Minutes of each Recruitment and Selection Committee meeting shall be taken.

3.6.1.1.2.13.
When all applicants have been interviewed and evaluated according to the uniform nondiscriminatory employment standards, the Recruitment and Selection Committee will recommend, in writing, at least three (if possible) applicants.

3.6.1.1.2.14.
Reference checks shall be completed by a member of the Recruitment and Selection Committee.

3.6.1.1.2.15.
The President may reject any or all of the recommended applicants.  Additionally, the President may request that the search be re‑opened.

3.6.1.1.2.16.
At a minimum, the Recruitment and Selection Committee file shall include four (4) elements: completed application for each applicant; resume; three letters of recommendation related to each applicant’s professional qualifications or work; official transcripts of postsecondary education experience for each applicant.

3.6.1.1.2.17.
A letter of appointment to the successful applicant will be sent by the President.

3.6.1.1.2.18.
A letter of acceptance and signed contract for the successful applicant must be on file at the college prior to said individual’s first day of employment.

3.6.1.1.2.19.
Notification that the position has been filled shall be sent by the President to all applicants for the respective position.

3.6.1.1.2.20.
All Recruitment and Selection Committee files shall be maintained by the college for a period of seven (7) years.

3.6.1.1.3.   General

All Intent to Employ announcements will include the following statement:  It is the official policy of the Department of Postsecondary Education and Reid State Technical College that no person shall, on the grounds of race, color, disability, gender, religion, creed, national origin, or age, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program, activity, or employment.  Reid State is an equal opportunity employer and encourages applications in particular from black persons and women, including black women.

3.7.  PROCESSING OF NEW PERSONNEL

All new employees shall report to the Business Office to process personnel records.  These will include:

· Federal income tax withholding (W‑4);

· State income tax withholding (A‑4);

· Application for Teacher Retirement membership;

· Application for membership in health insurance plans if desired;

· Application for membership in Public Employees’ Deferred Compensation plan if desired;

· Completion of electronic file information;

· Completion of Employment Eligibility Verification form.
· Completion of Alabama New Hire form.
3.7.1. Personnel Records

Official personnel records are maintained in the Office of the Administative Assistant/Coordinator of Human Resources.  Files are confidential and released only when the employee has given written permission. Changes in status such as address, marital status, payroll deductions, etc., shall be reported to the Business Office and to the  Office of the Administative Assistant/Coordinator of Human Resources.

3.7.2. Faculty/Staff Orientation


This plan is not intended to alter RSTC's current selection process, and the Divison Chair, or immediate supervisor, will be responsible for achieving the following with regard to newly appointed faculty/staff members:

Central administration will notify Division Chairs and supervisors as soon as possible after a candidate is successful in obtaining a position.  The Division Chair or supervisor will either serve as the new member's sponsor or he/she will designate a mentor.  

The mentor will invite the newly appointed person to campus at a time convenient to achieve the following:

3.7.2.1.
Provide a campus tour, and introduce the new appointee to administrators, faculty, and staff.  

3.7.2.2.
Have employment forms completed at the controller/bookkeeper's office, and discuss payroll matters.  

3.7.2.3.
Take the new appointee to the security officer to obtain a parking decal and to learn specific regulations about driving on the Reid State campus.

3.7.2.4.
Distribute the Reid State Policy Manual and Safety Manual and obtain a signed  statement of receipt.  The mentor will discuss departmental policies in detail.

3.7.2.5. For faculty members, work with the new faculty member in designing the first classes that she/he is to teach.  For staff members, walk through procedures of the job description to ensure that the person understands RSTC's expectations.

3.7.2.6. Assign office space and ensure the faculty/staff member has access to appropriate equipment, supplies, and other resources.

3.7.2.7. Assign security passwords for copier usage and computer network and Internet access.

3.7.2.8. Introduce faculty member to advising registration procedures

3.7.2.9.
Discuss with the new appointee such personal matters as where to find housing, make sure that the person is comfortable in the community, and drive through the community to show them pertinent places of business.  Family should be included in this process if appropriate.

3.7.2.10.
Ensure that the new member understands how she/he will be evaluated and the measures that will be taken in the evaluation - who will do the evaluation and how they will be informed of what is occurring.

3.7.2.11. Obtain a signed verification that the orientation process is complete and submit to the Dean of Instruction to be placed in the personnel folder.

3.7.3 Adjunct Faculty Orientation

Orientation of adjunct faculty is the responsibility of the Dean of Instruction, Division Chair and Evening Coordinator.  The Division Chair is responsible for providing the instructor with appropriate course materials, reviewing instructional policies, and assisting in the instructional process.  The Dean of Instruction or Evening Coordinator provides the Adjunct Faculty Handbook and reviews it with the new instructor.  A checklist of the orientation process is signed by the adjunct faculty and forwarded to the Dean of Instruction for the personnel folder.

3.8. GENERAL

3.8.1. Tenure

Under Act No. 83-644 of the Alabama Legislature, tenure is achieved after the employee has been employed on probationary status for a period of three years from the date of initial employment and is re-employed for a fourth year.

3.8.2. Resignations

All instructional personnel intending to resign are requested to give written notice of resignation to the President at least thirty days prior to the beginning of a semester, and each instructional staff member shall complete all instructional duties and be cleared by the President for any semester started, except by mutual written agreement of both parties.  All other personnel should give a minimum of thirty days written notice to the President prior to resignations except by mutual agreement of the President and the employee.  Copies of the resignation should be forwarded to the Office of the Dean of Instruction and immediate supervisor.  Upon resignation from his or her position, an employee loses tenure.

3.8.3. Termination of Personnel

3.8.3.1.   Tenured Personnel

Tenured personnel may be terminated for failure to perform their duties in a satisfactory manner, incompetence, neglect of duty, insubordination, justifiable decrease in jobs in the institution, or other good and just causes.  However,  termination of employment shall not, under any circumstance,  be made for political reasons. Procedures and requirements for termination are established in the Revised Hearing Procedure of the State Board Policy Manual and the Fair Dismissal Act of 2002.

3.8.3.2.   Non‑Tenured Personnel

Non-tenured personnel may be terminated by being provided a written notification from the President 15 days prior to the proposed date of termination.  If the employee, serving the probationary period under contract, is terminated he/she is entitled to be given cause and a hearing in accordance with Postsecondary Board of Education policy.  Specific policies are delineated in No. 619.01, 5-1 Termination of Employment, pp. 6-53/54, Postsecondary Board Policies, December 8, 1994.

3.8.4. Americans with Disabilities Act

All faculty and staff of Reid State Technical College shall be aware of the ADA and work to ensure its compliance.  If asked to provide accommodation by a person who is covered by the ADA, please contact the Dean of Instruction or the Assistant Dean of Institutional Effectiveness. All requests for accommodation must be presented to the College in written form.

3.8.5. Working Hours

3.8.5.1.   Administrators and Support Personnel

The standard work week for full‑time employees is 40 hours per week.  A work week is defined as a period of 160 hours during seven consecutive 24 hour periods.  The college business hours are 7:00 a.m. through 5:00 p.m. Monday through Friday.  These times may vary depending upon the department schedule.  If it should become necessary for an employee to work outside of the normal schedule, these changes must be approved by the immediate supervisor and President.

Employees on Salary Schedule E can be compensated for any additional hours worked in excess of 40 hours within the standard work week or provided compensatory time.

3.8.5.1.1.
Monthly salaried employees may be compensated for 
time worked in excess of 40 hours per week at a rate 
of one and a half times their normal rate in 
additional wages or compensatory time.

3.8.5.1.2.
All overtime requests must be approved by the 
President in advance.

3.8.5.1.3.
Overtime provisions do not apply to exempt 
personnel (Salary Schedules A, B, C, or D).

3.8.6. Attendance

All employees are advised of their work hours at the time of employment.  It is necessary for each employee to report to work at the designated time and remain on duty in accordance with the schedule. Each employee, or representative for the employee in the case of emergency, must notify his or her supervisor when he or she is unable to report to work. Prompt notification is required.  Notification should occur within 15 minutes of the designated time for work to begin.  If for some reason the supervisor cannot be reached, a call should be placed to the Dean.  Each Division Chair and supervisor is responsible for reporting employee absences to the appropriate Dean’s office on a daily basis.

3.8.7. Salaries

3.8.7.1.   Administrators, Instructors, Counselors, and Librarians

All personnel are paid according to salary schedules adopted by the State Board of Education.  Each person must qualify for appropriate salary ranks in accordance with the guidelines published in the State Board policies.  Salaries for the academic year (nine months) or for a semester may be disbursed in equal monthly payments.  Salaries will be reduced for each day a person is absent after allowable leave has been taken.

3.8.7.2.   Support Personnel

Salaries shall be in accordance with the salary schedule adopted by the State Board of Education.  The Salary Schedules will be found in Section 606 of the State Board of Education Policies or in the Business Office.  Full‑time support personnel will be paid from Salary Schedule E.  Salary for employees working 20‑39 hours per week will be based on Salary Schedule H.  Salaries will be reduced for each day a person is absent after allowable leave has been taken.

Salaries and contract year will be effective on September 1. Salaries will be computed on an annual basis of 1‑260 duty days if employment begins after September 1.

3.8.7.3.   Method of Salary Payment

All employees of Reid State Technical College are paid on the last work day of each month by direct deposit.  Other arrangements may be made for part‑time instructional or other employees.

3.8.7.4.   Deductions from Salaries

The following deductions are made for employees’ salaries:

3.8.7.4.1.
Social Security and Medicare are deducted at the rate 

set by the federal government.

3.8.7.4.2.
Teacher retirement deduction is at the current TRS rate.  Participation in TRS is required for all full‑time employees.  Specific information relating to retirement, vesting, and disability retirement is presented in publications of the Alabama Teacher Retirement System.  Copies of these publications are available in the Reid State Technical College Business Office.

3.8.7.4.3.
Federal and state income taxes are withheld on the 


basis of income tax tables compiled by the 



government.  However, federal income taxes are not 


deducted from teacher retirement contributions.

3.8.7.4.4.
Health insurance is available under a group contract 


on a voluntary basis, and it is deducted monthly.  


The state pays an annual amount of this coverage.

3.8.7.4.5.
Other items as designated by the employee and Reid 


State Technical College.

3.8.7.5.  Method of Payment for Persons Employed   for Less Than an Academic (Nine Month) Term

All persons beginning or ending employment at a time which does not coincide with the regular beginning or ending of an academic year shall be paid on a daily rate basis for the actual number of working days they are on duty.  This daily rate for the nine‑month term shall be determined by dividing the academic year’s salary by 175 working days (exclusive of holidays).  The daily rate for summer school shall be determined by dividing the summer salary by the number of duty days.

3.8.7.6.   Alcohol and Controlled Substances Testing

To comply with the Omnibus Employee Transportation Testing Act of 1991, each person who possesses a Commercial Drivers License (CDL) will be subject to pre-employment/pre-duty, reasonable suspicion, random, and post-accident alcohol and controlled substance testing.  Oversight of the drug testing program rests with the Dean of Instruction.  The Evergreen City Police Department will conduct all alcohol tests, and a medical doctor will conduct the controlled substance tests and serve as the Medical Review Officer (MRO).  Procedures required to comply with the Testing Act of 1991 are shown at Appendix 7.

3.9. PROFESSIONAL DEVELOPMENT

The Reid State Technical College Professional Development Committee is charged with the responsibility for scheduling professional development activities during in-service days scheduled in the annual college calendar.  Further, all college personnel are encouraged to take advantage of any professional development opportunities throughout the year as the opportunity and funding is available.  The ACA and the Teaching/Learning Symposium convention are held annually, and all college personnel are encouraged to attend.

4. COLLEGE POLICIES

4.1.  LEAVE

4.1.1. Sick Leave

Each full-time college employee employed on Salary Schedules A, B, C, E, and H shall earn one day of sick leave per month of employment.  The maximum accumulated sick leave is authorized pursuant to Section 16-1-18.1, Code of Alabama  of 1975, as amended.

Each full-time college employee employed on Salary Schedule D shall earn one day of sick leave per month of employment to a maximum of nine days during the academic year (fall and spring semesters) and up to a maximum of three days during the summer term.

Any unused balance of sick leave accumulated at the end of the leave year will be carried forward to the next succeeding year.

Each full-time college employee can accumulate an unlimited number of sick leave days and may be claimed for the following reasons:

4.1.1.1.
Personal illness; doctor’s quarantine.
4.1.1.2.
Personal injury which incapacitates the employee;

4.1.1.3.
Attendance upon an ill member of the immediate family (husband, wife, father, mother, son, daughter, brother, or sister) of the employee or an individual with a close personal tie to the employee;

4.1.1.4.
Death of a member of the family of the employee (husband, wife, father, mother, son, daughter, brother, sister, father‑in‑law, mother‑in‑law, brother‑in‑law, son-in-law, daughter-in-law, sister‑in‑law, nephew, niece, granddaughter, grandson, grandfather, grandmother, uncle, or aunt).

4.1.1.5.
Illness, injury, or death of an individual not legally related to but having a unique relationship with the employee.  (Where unusually strong personal ties exist due to an employee’s having been supported or educated by a person, or some relationship other than those listed, this relationship may be recognized for leave purposes);
4.1.1.6.
Absences Due to Illness:  After five (5) days of absences due to illness, within a thirty (30) calendar-day period, the President or designee may require that an employee furnish a medical certificate by a qualified physician acceptable to the institution.  This is to be done at the expense of the employee.

Following an absence from work for sick leave, the employee shall complete a sick leave form and file it with his/her immediate supervisor.

Sick leave is a privilege, not an earned right, and should not be abused.  A doctor’s certificate or other proof of illness may be required in any instance where abuse of sick leave policies is suspected.

An employee is not paid for unused sick leave days upon termination of employment.  Act 84‑251 (Accrued Sick Leave, May 8, 1984) allows the use of accrued sick leave for retirement.  Contact the Business Office for more information.  A leave form is included in Appendix 8. 

4.1.2. Transfer of Sick Leave

The college hires personnel from time to time from local public school systems and higher education public institutions in Alabama which are controlled by Boards of Trustees.

Sick leave has been earned by these individuals during the period of time they were employed by the local systems or the higher education institutions.

Earned sick leave, not to exceed the limits as established by the State Board of Education Policy for institutions under its control, may be transferred in the same manner as sick leave would be transferred from one institution to another under the State Board of Education.

4.1.3. Leave Without Pay

Leave without pay must be applied for using the standard leave form.  Approval from supervisors and the President is required just as it is for all other leave. Leave cannot be earned while an employee is on leave without pay.

4.1.4. Maternity Leave

A full‑time employee may be granted a maximum of one year of maternity leave without pay.  Persons on maternity leave may be paid for earned sick leave upon request.  A person who resigns instead of taking maternity leave cannot be paid for accumulated sick leave.  The time an employee is on unpaid maternity leave does not count toward the employee’s respective salary schedule.  The tenure status of persons on maternity leave will not be affected.

4.1.5. Annual Leave

The Alabama State Board of Education Policy authorizes full‑time employees compensated from schedules A, B, C, E and H (prorated) to earn annual leave.  It authorizes annual leave to be earned at a varying rate based upon the number of years the employee has been compensated from one or more authorized schedules as follows:

0‑4 years of experience ‑ 1.0 days per month

5‑9 years of experience ‑ 1.25 days per month

10‑14 years of experience ‑ 1.5 days per month

15‑19 years of experience ‑ 1.75 days per month

20‑above years of experience ‑ 2.0 days per month

A maximum of 60 days annual leave maybe accrued and carried forward into each semester.  

4.1.5.1. Definitions

Eligible Employee:  Full‑time employees compensated from salary schedules A, B, C, E and H (prorated).

Years of Service:  A year of service shall be at least nine (9) months employment out of a twelve (12) month period.  A twelve month period shall be that period from September 1 to August 31.

Salary Schedule H:  Employees compensated from Salary Schedule H shall receive annual leave under the same terms and conditions as other eligible employees except a “day” of annual leave shall be as follows:  four hours for employees compensated from Schedule H‑20; five hours for employees compensated from Schedule H‑25; six hours for employees compensated from Schedule H‑30, and seven hours for employees compensated from Schedule H‑35.  Part‑time temporary support personnel earn leave after four months of employment.

4.1.5.2. Restrictions

Current State Board of Education policy does not provide for annual leave for instructors, counselors, or librarians.

Years of experience for annual leave rate determination shall be the number of years an employee is compensated from one or more of the eligible schedules (A, B, C, E and H prorated).  The number of years shall be inclusive of the total number of eligible years of service at any Alabama public community, junior, or technical college, Athens State College, or institutions of learning eligible to participate in the Alabama Teachers Retirement System.  Each college shall determine an individual’s eligible years of service.

Annual leave is an institutional fringe benefit, and it is not transferable.  Individuals changing employment between institutions of The Alabama College System should be compensated for accrued annual leave by the institution at which the leave is earned.

4.1.5.3.   Procedures

Earned annual leave may be taken at appropriate times as approved in advance by the President.  Annual lave may exceed 60 days during the year; however, annual leave exceeding 60 days earned by September 1, but not taken is forfeited. Persons who leave employment shall be paid for the actual number of annual leave days up to a maximum of 60 days.  Termination payment may not exceed the daily compensation rate times 60 days.
Up to two days of personal leave with pay may be granted to an eligible employee during any fiscal year.  Personal leave is non cumulative, and employees receive no pay for unused personal leave days.  A reason for personal leave is not required. However, personal leave with pay must be requested prior to its occurrence.  The President will approve this personal leave unless its occurrence will hamper the normal operation of the College.   The Chancellor may grant up to one year of personal leave without pay to a full‑time employee upon the written request of the President to the Chancellor stating that such leave without pay will not hamper the normal routine operation of the college.  The tenure status of an employee on personal leave will not be affected.

4.1.6. Emergency Leave
A. In situation where annual and sick leave have been exhausted, the president or an immediate supervisor may approve emergency leave to an employee up to a maximum of three days per leave year.

B. In general, an emergency is an unforeseen circumstance which requires immediate action by an employee.

C. Request for emergency leave is to be made via Request for Leave form.  This request, once approved, will be retained in the office of the immediate supervisor.

D. The immediate supervisors may be delegated the authority to approve emergency leave for personnel in their respective areas throughout the year.  The immediate supervisors are responsible for assuring that leave taken by employees in their area of responsibility is reported timely and accurately on the basis of the Request for Leave they have approved.

E. Emergency leave will not be paid on termination or resignation of employment.

F. When a new employee on Salary Schedule A, B, C, E, or H is hired after the beginning of the standard contract period (usually September 1), the computation for the amount of emergency leave awarded will be based upon the employee’s number of work days in the year divided by 260 days, rounded to the  nearest hour.
4.1.7. Court Attendance

Full‑time employees who are required by a court to attend such court in the capacity of jurors or witnesses will be granted special leave with pay to attend such court.

4.1.8. Military Leave
A. Once the employee has exhausted all available paid leave, the employee may be considered to be on military leave of absence without pay.  Employees on upaid leave of absence do not accrue benefits but may choose to continue health insurance coverage by paying the designated premiums.

B. Locally, military leave is also extended to salary schedule H personnel.

C. ON receipt of orders, the employee will submit a Request for Leave form, with a copy of the orders attached.  This form, once approved, will be retained in the office of the immediate supervisor.

D. The immediate supervisors may be delegated the authority to approve military leave for personnel in their respective areas throughout the year.  The immediate supervisors are responsible for assuring that leave taken by employees in their area of responsibility is reported timely and accurately on the basis of the Request for Leave they have approved.
4.1.9. Professional Leave

A maximum of one year of professional leave, without pay, shall be granted to full‑time tenured faculty if, in the judgment of the President, the purposes of the institution and objectives of the department are not hampered by the absence.

Other full‑time employees may be granted professional leave, without pay, for a period not to exceed one year if, in the judgment of the President, the purposes of the institution and objectives of the department are not hampered by such leave without pay.

Professional leave with pay may be granted to any full‑time employee when Federal or institutional funds are available for such purposes. A person granted a leave with pay must return to the institution for a minimum period of two years or repay the moneys received while on leave.  The tenure status of persons on professional leave will not be affected.

Professional leave will be granted only upon written request from the President and approval by the Chancellor.

4.1.10. Professional Development Leave

Full‑time personnel may be granted professional development leave with pay for up to ten (10) days per year provided in the opinion of the President the professional development activity will significantly enhance the employee’s professional development plan.  Leave must be taken in accordance with the procedures and requirements established for professional development leave in the State Board Policy Manual.  (Action item #/F‑13 April 26, 1984)

4.1.11. Family and Medical Leave Act Leave

The Family and Medical Leave Act (FMLA) of 1993 was passed by Congress to balance demands of the work place with needs of families, promote stability and economic security of families, and promote national interests inpreserving family integrity; minimize the potential for employment discrimination on the basis of gender by ensuring generally that leave is available for eligible medical resonas (including maternity-related disability) and for compelling family reasons; and promote the goal of equal opportunity for women and men.

The State Board of Education and the instititutions under its direction and control shall comply with the requirements of the FMLS.  Those institiutions shall administer the FMLA in conformance with regulations and guidelines promulgated by the Chancellor.

4.1.12. Paid Absences Due to Job-Related Injuries
The Presidents of Athens State College and each state community, junior, and technical college are authorized to approve payment of salaries and fringe benefits for up to ninety (90) working days for absences arising from job-related injuries to college employees.  Continuation of salary and fringe benefits for the appropriate number of working days shall be consistent with the employee’s injury and the subsequent absence from work resulting from the injury.  This policy shall apply to temporary disability of the employee as applicable to the job-related injury.

The President/designee may require medical certification from the employee’s physician that the employee was injured and cannot return to work as a result of the injury.  The President/designee may, within their discretion, require a second opinion form another physician at the expense of the institution.  The President/designee may require a statement from the physician that there is a reasonable expectation that he employee will be able to return to work.

Sick leave shall not be deducted from the employee’s account if absence from work results from an on-the-job injury.
The President/designee shall inform the employee who is injured on the job of the employee’s rights to claim unreimburesed medical expenses and costs through the State Board of Adjustment and shall inform the injured employee regarding applicable State Board of Education policies.  Such notification shall be made within thirty (30) calendar days of notice of the injury.

Eligibility for salary and benefits under this policy is contingent upon proper notification by the injured employee to the President/designee within twenty-four (24) hours after the occurrence of the injury.  When the employee is not clinically albe to effect such notice, notification may be made by a representative of the employee.  Said representative must be reasonable knowledgeable concerning the injury and the condition of the employee.

The Chancellor is authorized to promulgate guidelines for compliance with and enforcement of this policy.

4.2. FACULTY VACATIONS

Faculty members should consult the Official College Calendar in scheduling their vacations.  Time between semesters, at Christmas, during the summer, and on official holidays does not require the presence of the faculty.
4.3. COLLEGE COMMENCEMENT

Professional personnel and faculty members are to attend scheduled commencements, unless specific permission to be excused is given by the President of the college.  Individuals own or rent their caps and gowns.  The college bookstore is responsible for the ordering of caps and gowns.

4.4. REPORTING THEFT AND TRESPASS

Any employee who discovers a theft or trespass at the college should contact campus security or the Evergreen City Police immediately.

4.5. SMOKING

Smoking is not permitted in the buildings of the college.   This rule applies to students,  employees, and guests.  Smoking is permitted outside of buildings, but not near entrances.  Staff will ensure that smoking is not permitted in any building or vehicle.  Students will not be excused from class to smoke.

4.6. CAMPUS EMERGENCIES

There are two general types of emergencies that may result in the implementation of the Reid State Technical Crisis Management Plan. These are:

· Large‑scale disorder

· Large‑scale natural/man‑made disaster.

The Crisis Management Plan is found in the Appendix 9 of this publication.

4.7. KEYS

Persons who are issued a building, office, or vehicle key shall keep the key in his or her possession, but he/she must not loan it to anyone.  The privilege of carrying a key is not transferable.  Keys may be duplicated only upon the authorization of the Business Manager.  A lost key must be reported at once to the employee’s supervisor and to the Business Manager.  The Business Office issues all keys to campus facilities.

4.8. SAFETY

Safety is an integral part of any job assignment.  The College attempts to provide a work place free from recognized hazards. Employees should also contribute to safety by performing their job in the safest manner possible.  Observe all posted safety rules and regulations and report any unsafe or dangerous conditions to the Business Manager.  Any accident, no matter how slight, is to be reported to the immediate supervisor or Dean of Students at once and an accident report must be filed in a timely manner.

Safety concerns should be reported immediately to the Safety Committee on the Safety Referral Form (Appendix  10) and Maintenance Request Form (Appendix 11).

4.9. GIFTS AND GRATUITIES

No employee of Reid State Technical College may accept gratuities, courtesies, or gifts in any form whatsoever from any person or persons, corporations, or associations that may seek, directly or indirectly, to use the connection thus formed for securing favorable comment or consideration on any commercial commodity, process, or undertaking.

4.10. CAMPUS CRIME, CAMPUS SECURITY, AND DRUG FREE WORKPLACE POLICY

The information contained in this disclosure document is provided by Reid State Technical College in compliance with The Campus Awareness and Campus Security Act of 1990 (Title II of Public Law 101‑542).  Inquiries regarding the information contained herein should be directed to President, Administration Building, Reid State Technical College, Evergreen, AL  36401.

4.10.1.   Reporting Criminal Actions or Other Emergencies

4.10.1.1.   Reporting



It is the policy of Reid State Technical College that any criminal act; act or threat of violence; injury; destruction of college or personal property; traffic accident; or other situation which occurs on the main campus of, any branch campus of, or any other site operated by Reid State Technical College, and which may constitute an emergency, a danger to the health, safety, or property of any person, or a threat to the public order be reported immediately.  An emergency is hereby defined as any event that is disruptive to the normal affairs of the college.  Members of the campus community should be alert to emergency situations and make immediate reports as outlined below.  In reporting an emergency, the caller must:  (a) state name; (b) state type of emergency; (c) state location of emergency; and (d) remain in the area until assistance arrives.

4.10.1.2.   Reporting of Emergencies - On campus


Medical emergencies:  In the case of major injury or serious illness, (a) call the paramedics, (b) call the campus police.  


Fire/Explosion/Hazardous Material Spill:  In the case of fire, explosion, or hazardous material spill, (a) activate the fire alarm or otherwise notify occupants to vacate the building; (b) call the fire department; (c) call the campus police; (d) call maintenance.


Bomb Threat:  In the case of a bomb threat, call the campus police.


Criminal Acts:  In the case of criminal acts including murder, rape, robbery, aggravated assault, burglary or motor vehicle theft, call the campus police.


Maintenance Emergencies:  In case of maintenance emergencies, (a) call maintenance; (b) call the campus police.

4.10.1.3.  Reporting of Emergencies - Off Campus (Participation at College Functions)


In the case of a major injury, serious illness or other emergency involving a faculty/staff/student participant at a college function, (a) call local medical assistance and local law enforcement personnel, if applicable; (b) call Reid State and notify the appropriate dean of the injury or illness and the location of the injured party.  In the event such occurrence is after normal operating hours, call campus police.  Campus police will in turn notify the appropriate dean.

4.10.1.4. 
Reporting of Emergencies - Off Campus 
Instructional Sites


In the case of a major injury, serious illness or other emergency involving faculty, staff or students at an off campus instructional site, (a) call 911, (b) call the campus police.  The campus police will notify the appropriate dean.

4.10.1.5.  Emergency Procedures - Building Evacuation


In the event it becomes necessary to evacuate a building, all occupants are expected to vacate the facility as directed by the signage located in each building.

4.10.1.6. Emergency Procedures - Tornado Watch


Campus security notifies each building representative and maintenance when a tornado watch is issued; building representatives must from that point monitor weather radios until the watch is canceled; classes are not interrupted for a tornado watch.

4.10.1.7. Emergency Procedures - Tornado Warning


Campus security notifies each building representative and maintenance when a tornado warning is issued.


Building representatives inform building occupants a tornado warning has been issued.


Building representatives must from that point monitor weather radios and telephones until the warning is canceled.


Campus security will determine if building occupants should be notified and advise the building representatives accordingly.


All occupants should avoid glass areas.


When the tornado threat is over, the all-clear will be given by the campus security and normal activities will resume.


Do not send persons home during a tornado watch or warning.

4.10.2.   Sexual Offenses

Reid State places a high priority on the safety of all students, employees, and visitors.  Any type of sexual misconduct is strictly forbidden at Reid State.  Both college disciplinary procedures and criminal charges may be applied to sexual offenses.  See the Reid State Technical College policy 4.15 below for sexual harassment for further information.

4.10.2.1.  Educational Programs

Educational programs aimed at making the Reid State community free from sex offenses are administered by the department of Campus Safety and Security and the Office of Student Services.  These programs include, but are not limited to:

· Presentations at orientation by security personnel;

· Presentations by security personnel as may be requested;

· Brochures available in the offices of Security and Student Services which describe the prevention of sexual assault;

· Posters throughout the campus community to heighten awareness of sexual assault.

· Sanctions

Upon determination that a student or employee has committed rape, acquaintance rape, or another sexual offense, the following sanctions are available:

· Criminal charges

· Probation

· Suspension from college and/or employment

· Expulsion from college

· Termination of employment

· Ban from college property

4.10.2.2.   Procedures for Victims

In the event you or another person are the victim of sexual assault, it is important to remember details, follow procedures, and notify the proper college officials.  The single most important thing a victim of rape or sexual assault can do is tell someone - the police, a friend, a medical professional, etc.  Rape or sexual assault, whether by a stranger or someone you know, is a violation of your body, your trust, and your right to choose.  The following are recommended procedures to follow:

Do not shower, wash, or change your clothes;

Preserve any evidence such as clothing, used condoms, towels, tissues or other items which may  be useful for investigation purposes.

If the incident occurs on campus, contact the  Chief of Security.  If the incident occurs off campus, contact 911. 

Victims may also contact other college officials such as the Dean of Instruction or Dean of Students to get assistance in notifying appropriate law enforcement and medical personnel.

Seek medical attention immediately.  Campus security can assist in seeking medical attention.  Also, local emergency medical services can be contacted by dialing 911.

Seek counseling to assist with mental and emotional trauma.  Information concerning counseling services available through various agencies can be obtained in the Counseling Office.

4.10.2.3.  Campus Disciplinary Procedures

Disciplinary procedures for students in the event of any criminal incident, including sexual offenses, are outlined in the student conduct section.  In cases involving sex offense, the accuser and the accused are entitled to the same opportunities to have others present during a campus disciplinary proceeding.  Both the accuse and the accused shall be informed of the outcome of any campus disciplinary proceeding brought as a result of alleged sexual assault.

4.10.3.   Security of and Access to Campus Facilities

Reid State Technical College is committed to providing a healthful, safe, and secure environment for all members of the campus community.  Main campus facilities are locked and unlocked by the campus police according to he normal operational hours of the college and scheduled facilities usage.  Normal operational hours are:

7:00 a.m. - 11:00 p.m. - Monday - Thursday

7:00 a.m. - 5:00 p.m. - Friday

By special schedule  - Weekends and holidays (Buildings that do not house classes or are not scheduled for a special event on Saturday are closed.)

Campus facilities are locked and unlocked by the campus police.  The schedule for opening and closing facilities is driven by operational hours of the institution.  In order to maintain a safe and secure environment, it is necessary to lock all buildings after normal operational hours.  As a rule, no one should be in college buildings after normal operational hours.  Students, faculty, or staff who need access to campus facilities outside the hours scheduled above must secure appropriate authorization from the dean.  Campus police have been instructed not to open buildings or allow people to remain in campus buildings after hours.  In the event of an unforeseen emergency, please contact campus police for assistance.

In order to provide a safe and secure work and study environment, the following precautionary measures are to be relative to visitors on campus:  Non-Reid State Technical College students or visitor(s) must obtain a visitor’s pass, faculty and staff must carry a current ID card, and faculty and staff must display the parking decal in their vehicle.
4.10.4.   Campus Law Enforcement Policies and Practices

This policy pertains to campus law enforcement practices on the Reid State Technical College campus facility and college‑sponsored events on or off campus.

4.10.4.1.
Any criminal act; act or threat of violence; injury; destruction of college or personal property; traffic; or other situation occurring on the college campus or other similar situation shall be reported to the chief of security immediately or as soon as practical.  In any event, said reporting shall be conducted through the completion of the appropriate incident reporting form.

4.10.4.2.
In the event that the appropriate college official cannot be contacted, then the local police department, sheriff’s office, or local state troopers’ office may be contacted.

4.10.4.3.
The chief of security, representatives of the local police department, sheriff’s department, or state troopers’ office working with official capacity of said agencies shall have full and legal authority to enforce all pertinent state, federal, and local laws at Reid States facilities and sponsored activities on or off campus.

4.10.4.4.
The chief of security shall be responsible for the investigation of incident reports.

4.10.5.   Campus Programs on Safety and Security

The College shall develop and implement formalized programs for students and faculty to provide information about campus security procedures and practices and to encourage same to be responsible for their own security and the security of others.  These programs shall be conducted in accordance with the following:

4.10.5.1.   Students

Information about campus security procedures and  practices shall be presented to all new students during the orientation course/program conducted at the beginning of each semester.  As a minimum, this information shall include:

· hours of operation;

· emergency contacts and numbers;

· common security procedures; and

· reporting of security violations.

Information about security practices shall also be presented to students during a one‑hour program to be conducted during the fall semester of each academic year.

4.10.5.2.   Employees

Employees will be provided with information about  campus security procedures to encourage students and employees to be responsible for their own security and the security of others during an employee safety meeting to be held, as a minimum, once each academic year.

Employees will also attend the annual program described within.

The institutional Safety Committee shall be responsible for conducting the special programs described within for students and employees.

The chairperson of the Safety Committee shall provide an annual campus security report to the Institutional Planning Council.  As a minimum, this report shall include:

· number of programs conducted;

· description of programs conducted;

· attendance count for each program; and

· recommendation of realistic actions the college could initiate to help enhance campus security procedures and practices.

4.10.6.   Crime Prevention Program for Employees and 
Students

The College shall develop and implement formalized programs to inform students and employees about the prevention of crimes.  These programs shall be conducted in accordance with the following:

4.10.6.1.   Students

Information about campus crime prevention shall be presented to all new students during the orientation course/program conducted at the beginning of each quarter.  As a minimum, this information shall include:  definitions; personal safety practices; and reporting of offenses.

Information about campus crime prevention practices shall also be presented to students during a one‑hour program to be conducted during the fall semester of each academic year.

4.10.6.2.   Employees

Employees will be provided with information about campus crime prevention practices during an employee safety meeting to be held, as a minimum, once each academic year.

Employees will also attend the annual program described  within.

The institutional Safety Committee shall be responsible for conducting the special programs described within for students and employees.

The chairperson of the Safety Committee shall provide an annual crime report to the Institutional Planning Council.  As a minimum, this report shall include:  number of programs conducted; description of programs conducted; attendance count for each program; recommendations of realistic actions that the College could initiate to help enhance crime prevention initiative.

4.11.   CAMPUS CRIME STATISTICS

The Student Right-to-Know and Campus Security Act requires that each student be provided a detailed breakdown of campus crime statistics.  Disclosures required by this law are made available to students, faculty, staff, and the general public in a publication entitled Campus Crime Statistics.  Copies of this publication are available in the evening office, the department of Campus Safety and Security, and the Office of Student Services.

4.12.  COLLEGE POLICIES ON POSSESSION, USE, AND SALE OF ALCOHOLIC BEVERAGES AND ILLEGAL DRUGS

This policy complies with requirements of Public Law 100‑690 for recipients of federal contracts and grants for a drug‑free workplace.

4.12.1.   Procedure

4.12.1.1.
As required by Section 22 of the Drug Free Schools and Communities Act of 1989 (Public Law 101-226) and in recognition of this institution’s responsibility to serve as a beneficial influence on its students, it employees, and the community at large, Reid State Technical College is designated as a drug and alcohol free campus and will comply with the provisions of Public Law 101-226:

4.12.1.2.
The college expects its students and employees to obey all federal, state and local laws concerning the possession, use, distribution, and sale of alcohol and illegal drugs and will consider violation of such laws as grounds for appropriate sanctions up to and including expulsion of students and termination of employees when such violations occur on campus or during an activity officially approved by the college.

4.12.1.3.
The college also expects its students and employees to be aware that such violations of law are subject to penalties including fines and imprisonment and that, when appropriate, the college will refer to the appropriate enforcement agency any employee or student who is in violation of such laws.

4.12.1.4.
The college also expects its students and employees to be aware that abuse of alcohol and illegal drugs has serious negative consequences to the health of the abuser including, but not limited to, cardiovascular disease, liver failure, and death.

4.12.1.5.
The college expects its students and employees to be aware that they may seek information about alcohol and drug abuse and may seek aid in the form of referrals to appropriate treatment programs and support groups by contacting the Reid State Technical College Counseling Office.

4.12.1.6.
The college reserves the right to require students and employees who violate the statutory laws or policies of the college concerning alcohol and drug abuse to take part at their own expense in an appropriate counseling or treatment program as a condition of continued enrollment or employment at the college.  The college also reserves the right to establish a program of early intervention in cases where employees are exhibiting behavior normally associated with alcohol or drug abuse.
4.12.1.7
Students admitted to certain programs may be required to submit a drug and alcohol creen prior to participation in activities related to a specific program (example – before clinicial rotations).

4.12.2.   Nursing Students

4.12.2.1.
The nursing student shall comply with legal, moral, and legislative standards which determine unacceptable behavior of the nursing student and which may be cause for denial of license to practice as a licensed practical nurse, in accordance with the Alabama Law regulating practice of Registered and Practical Nursing as stated below:


“The Board shall have the power to deny, revoke, or suspend any license issued by it or to otherwise discipline a licensee upon proof that the licensee:  is guilty of fraud or deceit in procuring or attempting to procure a license; has been convicted of a felony; is guilty of a crime involving moral turpitude or of gross immorality that would tend to bring reproach upon the nursing profession; is unfit or incompetent due to the use of alcohol, or is addicted to the use of habit‑forming drugs to such an extent as to render him or her unsafe or unreliable as a licensee; has been convicted of any violation of a federal or state law relating to controlled substances...”  Section 34‑21‑25  Code of Alabama, 1975.


Failure to comply with any of the above stipulations while in the nursing program constitutes grounds for dismissal from the program.


It is important for nursing students to know about the Alabama Board of Nursing’s regulations on the review of candidates for eligibility for initial and continuing licensure.  There will be questions on the Application for Licensure as a Licensed Practical Nursing by Examination which ask, “Have you ever been arrested or convicted for driving under the influence of drugs/alcohol?”  Application to write the examination may be denied on the basis of this review.  (Standards of Conduct.  Practical Nursing Policy Manual.  Reid State Technical College.)
4.12.2.2
Students admitted to the Practical Nuring Program will be required to submit a drug and alcohol screen prior to clinical rotations.  While enrolled, students are subject to random drug and alcohol tests in accordance with the policies and procedures of the clinical agencies and  Alabama Hospital Association Accreditation Standards.

4.12.3. Commercial Truck Driving
 4.12.3.1               Students will submit a drug screen prior to being allowed to operate a commercial truck. While enrolled, students are subject to random drug and alcohol tests in accordance with the Department of Transportation Omnibus Transportation Employee Testing Act of 1991.

4.13.   AIDS Policy

Reid State Technical College recognizes the critical nature of the Acquired Immune Deficiency Syndrome (AIDS) as it affects the health of all populations.  To that end the college has developed the following policy and procedures in the event that this disease should strike members of the college community.

4.13.1.   Policy

4.13.1.1.
Students or employees infected by AIDS, AIDS-Related Complex (ARC), or who have had a positive HIV antibody test will not be excluded or dismissed from enrollment or employment, nor shall they be restricted in their access to services or facilities except in the event that a conscientious decision based on professional medical judgment is made to protect the welfare of the individual and the welfare of other members of the college community.

4.13.1.2.
Reid State will make decisions regarding AIDS on a case-by-case assessment after consultation with appropriate medical and legal advisors.

4.13.1.3.
The college will inform its constituencies of the disease, including its symptoms, known means of transmission, and precautions for avoidance of contracting the disease in keeping with its mission as a college.

4.13.1.4.
The college encourages students and employees who know or have reason to believe that they have AIDS, ARC or a positive HIV antibody rest to inform the dean of students (if a student), the dean of instruction (if a faculty member), or the business manager (if a supportive or administrative employee) on a confidential basis, in order that the institution can assess the case in an appropriate and confidential manner.

4.13.1.5.
Students and employees who know or have reason to believe that they have AIDS, ARC, or a positive HIV antibody test are expected to seek medical advice about their condition and to conduct themselves responsibly for the protection of their members of the college community.

4.13.1.6.
This policy shall be reviewed periodically by the appropriate college personnel appointed by the president of the college.

4.13.2.   Procedures

4.13.2.1.
Basic information about AIDS will be available to all students, faculty, and staff at the following locations:  Student Center, Student Services Office, Division of Nursing Office.

4.13.2.2.
The official college spokesperson to respond to inquiries from the press, elected officials or the general public shall be the president of the college or the president’s designee.

4.13.2.3.
If a case of AIDS is detected in a duly enrolled student at the college, the dean of instruction, dean of students, and director of nursing, in consultation with professional medical and legal advisors, shall make an assessment of the individual case and determine whether there is reason to exclude or restrict the individual from enrollment.  Such information thus obtained shall not be disclosed except to report it to the president of the college for approval of the action taken.

4.13.2.4.
If a case of AIDS is detected in a non-instructional college employee, the dean of fiscal services, the dean of instruction, and the dean of students, in consultation with professional medical and legal advisors, shall make an assessment of the individual case and determine whether there is reason to exclude or restrict the individual from employment.  Such information thus obtained shall not be disclosed except to report it to the president of the college for approval of the action taken.

4.13.2.5.
If the college employee is a faculty member, the dean of instruction and the appropriate division chairperson, in consultation with professional medical and legal advisors, shall make an assessment of the individual case in the same manner outlined for other college employees.

4.13.2.6.
As required by law, information regarding confirmed cases of AIDS shall be disclosed to public health officials.

4.13.2.7.
If the students, faculty members, or other college employees so desire, they may have physicians or attorneys of their own preference consult with the above-named college officers and with physicians and attorneys selected by the college in the case assessments.

4.13.2.8.
These procedures shall be reviewed periodically by the appropriate college personnel appointed by the president of the college.

4.14.   COMPUTER CRIME ACT

The provisions of the Alabama Computer Crime Act are applicable to Reid State Technical College.  This act provides for criminal prosecution of any persons who knowingly, willingly, and without authorization destroy or manipulate intellectual property.  The Act in its entirety is available in the office of the dean of fiscal services.

4.15.   SEXUAL HARASSMENT

It is the policy of Reid State Technical College that employees be provided a workplace and academic atmosphere free of harassment, including sexual harassment.  Every member of management is responsible for enforcement of this policy and for setting an example with respect to conduct.  The exploitation of institutional, academic, or supervisory authority to sexually harass students, faculty, or staff is a form of illegal sex-based discrimination.  Violation of this policy is a violation of Title XI of the Education Rights Act of 1972 and of Title VII of the Civil Rights Act of 1964.  Furthermore, violation of this policy can lead to suspension or termination from employment, liability for Reid State Technical College, and civil or criminal liability for the harassing employee.

Sexual harassment is a form of sex discrimination.  The common element of a variety of forms of sexual harassment is the inappropriate introduction of sexual activities or comments into the work or learning situation.  While sexual harassment may involve relationships among equals, it often involves relationships of unequal power, giving rise to elements of coercion centered around sexual activity for opportunities of benefit such as improved job or academic status.

Definition.  Sexual harassment of an employee is a violation of Title VII of the Civil Rights Act of 1964. Title IX of the 1972 Education Amendments broadens this behavior to cover students. Sexual harassment consists of any unwelcome verbal or physical conduct of a sexual nature where submission to such conduct is an explicit or implicit term or condition of employment.  With regard to students, sexual harassment is defined as any behavior of a sexual nature that denies, limits or adversely affects the emotional well being or academic progress of any student enrolled at the institution.  In addition, any unwelcome sexual conduct that unreasonably interferes with an individual’s performance or creates an intimidating, hostile, or offensive working environment can constitute sexual harassment even if it leads to no tangible or economic job consequences.  Sexual harassment under any of the above definitions is a violation of school policy at Reid State Technical College and will not be ignored, tolerated, or condoned.

Implicit in the legal definition of sexual harassment is the theory that sexual harassment is a barrier to the realization of the victim’s full potential as a student or employee.  Sexual harassment is considered unethical and unprofessional. 

Any persons who believe they are subjected to harassment should submit a confidential complaint in writing within thirty days from the occurrence of the alleged incident to:

Title IX Coordinator

Reid State Technical College

P.O. Box 588

Evergreen, AL  36401
The written complaint must state the nature of the harassment, identify the person or persons involved and further identify any witnesses involved.  The Title IX coordinator is responsible for assuring all complaints are fully and completely investigated.  the investigation will include interviews with both parties to the complaint, co-workers, and former employees who may have knowledge relative to the harassment charge.  In all instances, the complaint and the investigation will be handled on confidential “need to know” basis.

At the conclusion of the investigation, the Title IX coordinator will submit as written report to the president recommending a course of action to remedy the complaint.  Once the course of action is agreed on by the president the Title IX coordinator, the complainant will be informed in writing by the Title IX coordinator of the action taken.  The college will strive to respond to a harassment claim within 30 days of receipt of the complaint.  The Title IX Coordinator is the Dean of Instruction.

4.16.   STUDENT RIGHT-TO-KNOW AND CAMPUS SECURITY ACT OF 1990

The Student Right-to-Know and Campus Security Act of 1990 requires all postsecondary institutions participating in Federal Student Aid Programs to disclose campus security policies and certain crime statistics.

Reid State publishes an annual disclosure report to faculty, staff, and students to comply with the provisions of the law.

5.  BUDGETING AND PURCHASING POLICIES AND PROCEDURES

5.1. BUDGETING POLICY AND PROCEDURES

The annual budget of Reid State Technical College is adopted for the fiscal year beginning October 1 and ending September 30.  General budgeting guidelines, due days, and request forms are issued by the Business Manager to each division of the college.

The responsibility for estimating revenues for the budget is assumed by the President and Business Manager.  Estimates of the expenditures are taken from the requests of each division of the college.  The total requests for expenditures are compared with the estimated revenues of the college.  When necessary, divisions are asked to submit revised requests.

Monthly budget control reports are distributed to each division.  Each division is not to exceed the approved line item amounts.  Line item amendments to the division budgets are submitted through the appropriate dean.

5.2. PURCHASING

The basic objective of the college’s purchasing policies and procedures is to identify, select, and acquire needed materials and services as economically as possible within accepted standards of quality and service and at the time items of service are needed.  Purchasing is a joint responsibility of the purchasing department and the college Business Office. The policies and procedures in this manual are consistent with the laws and policies of Alabama with regard to purchasing.

Centralized purchasing procedures are utilized by Reid State Technical College.  No individual member of the staff, faculty, or student body may place any order to any supplier for supplies, equipment, or services (verbally or otherwise) without prior approval of the Dean and/or Business Manager.  This restriction is not intended to preclude preliminary delivery dates, quality and quantity aspects or estimated costs.  In fact, this procedure is encouraged.  However, no commitment or firm order can be placed without approval of the Business Office.

At Reid State Technical College, all purchasing actions are processed by the Business Office.  Since centralized purchasing is practiced at the College, any action which encumbers or commits college funds for any supplies, materials, goods or services requires the processing of a purchase order approved by the Business Office.

Purchasing policies and procedures will be reviewed and updated periodically by the Business Office.  Revisions will be distributed to all manual holders to update their copies.  Any suggestions or comments pertaining to purchasing should be addressed to the Business Manager.

5.2.1. Purchase Orders

Purchase order forms are available from the Business Office.  A complete, properly executed requisition is required before a purchase order can be issued.  A purchase requisition with proper approval signatures authorizes the requester to place the order and the Business Office to expend funds against a department’s budget for capital equipment, supplies, services, etc.

The following applies to all requisitions:

5.2.1.1.
Prepare the requisition in a clear, legible manner.

5.2.1.2.
Provide an adequate description of the material or services required, indicating quantity, size, color, and catalog preference and any other pertinent data needed to properly identify the item to be purchased.

5.2.1.3.
Recommend a source of supply (vendor).  The Business Office has the responsibility to order the most economical source offering the quality, the delivery and service required by the college.

5.2.1.4.
Indicate “delivery date” as a specific date, not “ASAP” or “Immediate” or “Rush.”

5.2.1.5.
The signatures of the following persons are required on the requisition:  the person initiating it, the division chair or appropriate dean, business manager, and president.
5.2.1.6.
Separate requisitions should be used for different vendors.

5.2.1.7.
Submit your requisition in sufficient time to allow the Business Office to place your order and for the vendor to deliver the item to meet your required delivery date.

5.2.1.8.
After verifying the availability of funds in a department’s budget to cover the proposed purchase and obtaining approval, the Business Office will issue the purchase order.  The time required for processing a purchase order will vary depending upon the nature of the purchase.  All items costing in excess of $7,500 must be bid.  Bid procedures may be used to obtain the best price even though the projected cost is less than $7,500.  Processing of most bids requires at least 10 to 14 days.  Quotation requests are used in the purchase of most items.  An Invitation to Bid form is located in the Appendix 12.

5.2.1.9
All personal property acquisitions estimated to exceed $50,000 shall be submitted to the State Board of Education for approval.  The Chancellor shall prescribe the format for submittal by the colleges.


It shall be a breach of ethical standards for any employee who is involved in purchasing to become or be, while such an employee, the employee of any party contracting with the particular governmental body in which the employee is employed.


Institutions under the direction and control of the State Board of Education must make every effort to afford equal access and opportunities to minority professionals and businesses.  The Chancellor shall issure guidelines and a reporting format to address and document such efforts.

A properly executed purchase order, once accepted, constitutes a binding contract on the part of both the college and the vendor.

5.2.2. Emergency Purchases

Persons who must make unanticipated purchases due to emergencies or other unforeseen circumstances will be required to follow the same procedure outlined in 5.2.1.

The purchase order will be marked “Emergency Purchase”, and once approved by the department chair, it will be submitted for immediate approval to the appropriate dean.  Subsequent ordering of the required equipment or supplies will be expedited by the Business Office, and overnight mail or rush shipment will be requested where financially feasible.

5.2.3. Bookstore Purchases

Employees may purchase daily office supplies as needed from the bookstore.  Charges are made to budget accounts and signatures are required.

5.2.4. State Contract Purchases

State laws make it possible for the college to procure materials, supplies, or equipment through State Purchasing.  When State contracts are used, it is not necessary for the Business Office to obtain sealed bids.

Purchase orders should contain the State contract number, the name of the vendor who holds the contract, and other pertinent data.  By this method, the college can purchase items at the same prices and terms available to State departments.

To determine if a particular item can be purchased under State contract, a department should:

5.2.4.1.
Call the Business Office to determine if an item is available through State Purchasing;

5.2.4.2.
If it is a State contracted item, the Business Office will supply the name of the vendor from whom it can be purchased;

5.2.4.3.
To purchase the item, a purchase requisition will then be completed by the department and forwarded to the Business Office.  The State contract number is to be clearly indicated on the requisition.  The purchase order will then be processed and issued.

5.2.5. Receipt of Order

Whenever possible, shipments will be received by the Work Order Clerk/Bookstore Manager and forwarded to the requisitioner.

5.2.5.1.
The requisitioner or other designated department employee must sign the department copy of the purchase order verifying that delivery was made to the department.

5.2.5.2.
The requisitioner is to inspect the shipment to verify that it is complete and no damage or errors exist.

5.2.5.2.1.
If the order is complete and acceptable, the requisitioner should sign the department copy of the purchase order and the invoice and forward it to the Business Office.  Since the signed department copy of the purchase order and invoice is required for the payment process, employees are asked to process this copy promptly to facilitate payment to vendors.

5.2.5.2.2.

If the order is incomplete or unacceptable (partial order, damaged, short quantity, etc.), the requisitioner is to notify the Work Order Clerk/Bookstore Manager immediately so that the appropriate action can be initiated with the vendor. Inquiries regarding the status of purchase orders should be directed to the Work Order Clerk/Bookstore Manager.

5.2.5.3.
Invoices for items retained for payment in the Business Office.  Any invoices that go directly to a division or department should be sent promptly to the Business Office. The requisitioner will be notified by the Business Office when an invoice is received.

5.2.6. Property Accountability

All Reid State Technical College equipment has an inventory number and should not be moved without completing a request for movement of equipment.  No college equipment can be removed from the college campus.  No equipment belonging to the college is to be used for personal reasons.  Each employee’s assigned equipment or other property belonging to the college is personally responsible for safeguarding these assets and for proper accountability of these properties.  Property transfer forms are located in  Appendix 13.

5.2.7. Inventory Control Policy

This policy pertains to all institutional equipment inventory items. For purposes of this policy, equipment for inventory purposes (hereinafter referred to as “inventory items”) shall be defined as any item more expensive than $500 and having a useful life of more than one (1) year.

5.2.7.1.   New Inventory Item(s)

When a new inventory item is purchased, the following shall be completed:

5.2.7.1.1.
When invoice is received for inventory item(s), the invoice will be stamped with the serial number, inventory number, date, and initialed by the bookstore manager.  This information will be completed no later than 30 days from receipt of invoice unless for justifiable reason.

5.2.7.1.2.
New inventory item(s) will be assigned pre‑numbered tags by the bookstore manager within 30 days from receipt of item(s) unless for justifiable reason.

5.2.7.1.3.
The employee who initially received and/or assigned the inventory item(s) will be responsible for the item(s) until the item(s) is transferred or released in accordance with the provisions of this policy.

5.2.7.2.   Departmental Transfer

Transfer of inventory item(s) will be the responsibility of the transferor who is transferring the item(s) to the transferee. The transferor will have to complete a Department Transfer Form and submit it to the Business Office for prior approval before transfer can take place.

5.2.7.3.   Stolen or Lost Inventory Item(s)

Stolen or lost inventory item(s) should be reported to the business office within 10 days of missing item’s disappearance by completing the Stolen or Lost Equipment Form and submitting the form to the Business Office.  The Business Office will be responsible for reporting lost/stolen equipment to the local police.

5.2.7.4.  Inactive Inventory Item(s)/Transfer to Warehouse

Transfer of inventory item(s) which are inactive should be requested by completing the Inactive Equipment/Transfer to Warehouse Form to the Business Office for approval. Notification  will be issued within 30 days.  All items transferred to the warehouse shall be tagged for said move to assist with equipment trades and sale.

5.2.7.5.   Physical Inventory Control Count

A physical inventory control count will be conducted twice each fiscal year:  (1) by the end of February, and (2) the end of August.  Each department will be given a five (5) day notice before inventory count.

The bookstore manager/work order clerk will be responsible for conducting said physical inventories.

6. TRAVEL POLICIES AND PROCEDURES

6.1. TRAVEL APPROVAL

All travel requires the submission of a travel requisition through the appropriate division chairperson and dean.  Travel financed by federal funds also requires the approval of the appropriate director.  Please allow one week for processing of in‑state travel requisition forms and four weeks for out‑of‑state forms.

The State Board of Education authorizes presidents to approve in-state and out-of-state travel for college employees or students traveling on college-related activities.

The approved Travel Requisition form is returned to the person requesting the travel.  This form is attached to the Statement of Travel form and submitted to the Business Office when claiming reimbursement for travel expenses.  The Travel Requisition forms and the Statement of Travel form may be obtained from the division chairperson or any dean’s office, and sample forms are included in the Appendix 14.

6.2. IN‑STATE TRAVEL

Policies governing in‑state travel are as follows:

6.2.1.
Mileage may be claimed at $.36 per mile for use of a personal vehicle.  (A standard mileage chart is used to determine mileage. Should your mileage differ significantly from the standard, please attach an explanation to your statement of travel form.)

6.2.2.
Per diem for overnight travel is $50.00 per day for two day trips (one night); $66.66 per day for three day trips (two nights); $75.00 per day for trips of four days or longer (three or more nights).
6.2.3.
A meal allowance of $7.50 may be claimed for travel exceeding six hours.

6.2.4.
An allowance of $20.00, may be claimed for travel exceeding 12 hours but not overnight.

6.2.5.
The approved travel requisition form should be attached to the statement of travel form and submitted to the Business Office for payment of travel expenses.

6.2.6.
Any miscellaneous costs claimed must be documented by a ticket or receipt.

6.2.7.
Travel cannot be prepaid.  Registration fees may be paid at the time of travel with the use of a purchase order.

6.3.    OUT‑OF‑STATE TRAVEL

Travel required for employees to out‑of‑state locations shall be reimbursed at actual expense for reasonable and necessary charges incurred by the employee.

6.3.1.
Documentation of charges will be required for lodging, transportation, private car mileage, gas tickets, postage, telephone charges, and other essential items.

6.3.2.
For meals, the employee shall have the option to either claim $30.00 per day without presenting receipts, or to present itemized meal receipts, including tips, for actual charges incurred.

6.3.3.
A copy of the travel requisition form is submitted to the President’s Office for approval.  A copy of the form with the President’s approval is returned to the person requesting the travel.   No out‑of‑state travel should be made prior to receiving this form.

6.3.4. Reimbursement for transportation expense is airfare (tourist rate) or actual mileage, whichever is less.

6.4. PROCEDURES FOR TRAVEL FOR FACULTY PROFESSIONAL  DEVELOPMENT


To request travel for faculty professional development, you should:

6.4.1. Review your professional development budget to ensure adequate funds are available.

6.4.2. Request professional development leave by completing the form entitled Professional Development Leave Request at least ten days prior to the anticipated dates.

6.4.3 Develop and attach a detailed plan for covering your classes while you are away.

6.4.4 Complete the In-State or Out-of-State Travel Request.

6.4.5 Submit the packet containing these three items to the appropriate department chair who will forward it to the dean of instruction.

Once travel is completed, to request reimbursement you must:

6.4.6 Complete the Statement of Official Travel to request reimbursement.  The travel reimbursement form should be detailed and signed by the appropriate department chair who will present it to the dean of instruction.

6.4.7 Attach a copy of your meeting agenda or registration information and approved travel request form.

7.  COMPUTING POLICY

7.1 NETWORK COMPUTERS

7.1.1. Access

7.1.1.1.
Any employee of Reid State Technical College may obtain access to the computer system upon request by the appropriate supervisor and approval of the appropriate dean.

7.1.1.2.
Each user is assigned a unique user ID and password.  Passwords are the responsibility of the user, and must be kept private.

7.1.1.3.
The Registrar/Director of Institutional Research must receive notice from the appropriate supervisor/dean when a user is no longer employed in an administrative office so that their ID can be immediately removed from the computer system to prevent unauthorized access.

7.1.1.4. The college reserves the right to deny any user access to the system at any time, with or without prior notice.

7.1.1.5. The user must sign an Acceptable Use Policy (Appendix 15) before an Internet access password will be assigned.

7.1.2. Orientation/Training

All new users will undergo an orientation session by the appropriate supervisor, Information Technology Coordinator or Registrar before being allowed access to the system.

7.1.3. Passwords and Security

7.1.3.1.   Passwords

7.1.3.1.1.
All passwords are valid for one year.

7.1.3.1.2.
Passwords have a maximum of five characters.

7.1.3.1.3.
Passwords must be guarded.  If users suspect that their passwords have been compromised, they should request a change immediately from the Registrar/Institutional  Research Office.

7.1.3.1.4.
The college reserves the right to add further restrictions to password selection after proper notice has been given.

7.1.3.2.   Security

7.1.3.2.1.
All users must return to the menu when they are not actively using their terminal.  If they leave their workstation, they should sign off the terminal.

7.1.3.2.2.
Users are not allowed to let anyone else work under their personal ID.

7.1.3.2.3..
The college reserves the right to cancel any user job at any time without prior notice.

7.1.3.3.   Information Privacy

7.1.3.3.1.
All users must be conscious of what is displayed on their screen at all times; it could be sensitive information.  The Family Education Rights and Privacy Act of 1974 applies not only to written information, but also to information displayed on computer terminals.  Those persons and offices dealing with sensitive information should not leave such information displayed on their screens.  See the Student Records Policy contained in the Reid State Catalog for more information.

7.1.3.3.2.
Equipment should be located, as much as possible, in such a manner as to help ensure the privacy of the information being displayed on the screen.

7.1.3.3.3.
Printouts containing sensitive information must not be left in open areas.

7.1.3.3.4.
Any paperwork, including printouts, that do not need to become part of the student’s permanent record should be discarded or destroyed in a timely manner.

7.1.3.4.   Threatening Weather

7.1.3.4.1.
All users should be aware of the weather at all times.  When threatening weather approaches, the terminals and/or PCs that are connected to the mainframe should not be used except in the case of an emergency.

7.1.3.4.2.
The mainframe will be shut down during threatening weather.

7.1.3.5.   Data Backups

Data Backups are to be performed on a daily basis and backup tapes are to be rotated to ensure minimal loss of data in the event of a disaster.

The system will not be available from 7 a.m. until 9:00 a.m. each morning in order to perform data and system backups.  Users will be notified each morning when the backup is complete and becomes available for use.

7.1.3.6.   Software Problems/Requests

7.1.3.6.1.
If any software problems/bugs are encountered, document as thoroughly as possible what transpired prior to the problem occurring.  If an error message is displayed on screen, call the Computer Technician immediately while it is still displayed, who will then set a schedule for assistance.

7.1.3.6.2.
Requests for enhancements to existing software should be made in writing, and detailed specifically. This request must be approved by the appropriate dean, and will be forwarded to the programmer for review of possible implementation.  Reid State is part of a computer consortium, and many changes must be approved by the consortium members.

8.  STUDENT SERVICES

Under the policies of the State Board of Education, the College is obligated to provide a comprehensive student services program to assist students throughout their academic careers.  To that end, the Student Services division of the college provides support and assistance for an effective student services program.  Section 8 of the State Policy Manual contains State Board policies and procedures with respect to student services.

8.1. COUNSELING

Counselors and faculty advisors provide academic information to students.  The counselors assist students in making intelligent decisions with respect to their career, educational, and personal/social plans. As a part of this assistance, the counselor provides appropriate tests, inventories, occupational and educational information.  Should a student’s personal problem require assistance above and beyond that which the counselor prepares to adequate address, the student will be referred to an appropriate professional.  All sessions with a counselor or advisor are matters of strict confidence.

8.1.1. Pre‑College Counseling

During pre‑college counseling sessions, students are given placement tests and familiarized with the orientation program, given a tour of campus facilities, and receive admissions, registration, and financial aid information.

8.1.2. Academic Advising

8.1.2.1. Academic Advising

Each semester, degree plans are distributed to all advisors that list courses taken at Reid State toward the student’s major as well as any transfer courses and courses outside the major.   This listing is to be reviewed with the student by the advisor each term.

8.1.2.2.   Faculty Advisors

A faculty member is designated as a student advisor to provide educational guidance in the student’s field of specialization.  The faculty advisor assists the student in arranging his or her class schedule and may be helpful in providing information about the knowledge and job skills required, as well as information about job opportunities in the student’s career field.  Advisors are also responsible for making appropriate referrals to the college counselor.

Faculty should consider these duties essential and work closely with the Dean of Instruction’s office, the Dean of Student’s office, and the Registrar’s office to make sure that every student is properly advised and assisted.

8.2. TESTING

8.2.1. Placement Testing

All entering freshmen at Reid State are required to take the COMPASS placement test to be used for advisement in placing students in appropriate courses and curricula.  This test is administered in areas of writing, reading, and mathematics.

8.2.2. General Educational Development Testing

 Reid State Technical College has been designated by the State Department of Education as a test center for the General Educational Development Test (GED).  The GED certificate is used as the basis for granting the State certificate of high school equivalency issued by the State Department of Education.  The high school equivalency certificate is designed to benefit veterans, service personnel, and adults over 18 years of age who do not complete high school. Most colleges, employers, training agencies, and state and federal civil services accept the certificate in lieu of a high school diploma.

To be eligible for the certificate, a person must (1) be 18 years of age; (2) make an acceptable score on the GED test; and (3) be a resident of Alabama.  A person may take the test at age 17 if he or she has been out of school for at least a year and has the recommendation of the principal of the last high school attended.  Persons may take the GED test regardless of the amount of previous education. 

8.3. FINANCIAL AID

Through institutional and federally subsidized assistance programs. Reid State Technical College provides financial aid to students of academic promise and financial need.  Part-time employment, scholarships, and grants make possible a college education to those who otherwise would be unable to attend.

It is the official policy of the Department of Postsecondary Education and Reid State Technical College that no person shall, on the grounds of race, color, disability, gender, religion, creed, national origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any of the programs of financial assistance.

Specific regulations on financial aid are detailed in the College Catalog.  Faculty, staff, and students should consult the Financial Aid Officer on all financial aid matters.

8.3.1.   Standards of Progress

Students receiving financial aid at Reid State will be expected to meet academic standards of progress while pursuing a course of study.  These standards are included in the College Catalog.

8.3.2. Veterans Affairs

The college’s Veterans Affairs officer counsels veterans, monitors their programs of study, and supervises the payment of veterans’ educational benefits.

8.4. ADMISSIONS

8.4.1.   Admission

Current admissions policies are set forth in detail in Section 801 of the State Policy Manual and also appear in the College Catalog.  These policies are based on the assumptions implicit in the general admissions policy of the State Board of Education.  The admissions policy provides that any person who has a high school diploma or the equivalent and is able to benefit from a program at the college may be admitted to the college as a student when certain required items have been received by the Admissions Office.  The college reserves the right to evaluate special cases and to refuse admission to applicants when considered advisable in the best interest of the college.  In addition to the general admission requirements, specific requirements for each curriculum are prescribed in the College Catalog.  Persons applying to enter one of the associate degree programs must be high school graduates or the equivalent.

8.4.1.1.   Classification of Students

Students are classified according to their educational goals, the time devoted to their education, and the number of credits completed.

8.4.1.1.1.   Full-time student

A student will be considered a full-time student if he or she is carrying 12 or more credit hours of full-time work.

8.4.1.1.2.   Part-time student

A student will be considered a part-time student if he or she is carrying fewer than 12 credit hours of course work.

8.4.1.1.3.   Program Classification

Students are also classified according to general program categories.

8.5. PRIVACY OF STUDENT INFORMATION

Reid State Technical College maintains information about students which facilitates educational development of the student and effective administration of the college.  In order to guarantee the rights of privacy and access as provided by the Family Educational Rights and Privacy Act of 1974, Reid State Technical College has formulated the following policies and procedures:

8.5.1.   General Policy

No information from records, files, or data directly related to a student, other than public information defined below, shall be disclosed to individuals or agencies outside the college without the written consent of the student, except pursuant to a lawful subpoena or court order, or except in the case of educational or government officials as provided by the law.  Information contained in such records may be shared within the college.

Students shall have access to all such information with the exceptions set out below in accordance with the procedure outlined within this policy statement.

8.5.1.1.   Definition of Student

For the purposes of this policy, a “student” is defined as “any individual currently or previously enrolled in any course(s) offered by Reid State Technical College.”

8.5.1.2.   Definition of Educational Records

Students’ educational records are defined as those records, files, documents, and other materials which contain information directly related to a student and are maintained by the college or by a person acting for the college.  Specifically excluded from the definition of “educational records” and not open to students’ inspection are the following materials:

8.5.1.2.1
Records of instructional, supervisory, and administrative personnel which are in the sole possession of the maker and accessible only to the maker or a designated assistant to the maker;

8.5.1.2.2.
Records of campus security, except in those instances where they have been transmitted within the college for administrative purposes;

8.5.1.2.3.
Records which are created or maintained by a physician, professional, or paraprofessional acting in a professional or paraprofessional capacity or assisting in that capacity and which are created, maintained, or used only in connection with the provision of treatment to the student and are not available to anyone other than persons providing such treatment or who could not be involved officially within the college, but such records are available to a physician or appropriate professional of the student’s choice, if requested.

8.5.1.3.   Public Information

The following is a list of information which may be made available by the college without prior consent of the student and is considered part of the public record of the student’s attendance:

8.5.1.3.1.
Student’s name

8.5.1.3.2.
Student’s address (local and permanent)

8.5.1.3.3.
Student’s telephone number

8.5.1.3.4.
Date and place of birth of student

8.5.1.3.5.
Major field of study

8.5.1.3.6.
Student’s participation in officially recognized activities, clubs, and organizations

8.5.1.3.7.
Dates of attendance of the student

8.5.1.3.8.
Degrees and awards received by the student

8.5.1.3.9.
The institutions previously attended by the student

8.5.1.4.  Location of and Individuals Responsible for  Student Records

The college has designated the following officials as being responsible for student records within their respective areas:

8.5.1.4.1.   Dean of Students

The Dean of Students has the overall responsibility of ensuring that each student entering Reid State Technical College has an adequate record system, maintained, kept up to date, and controlled by all provisions as set forth in this policy and governed by Public Law 93-380.

8.5.1.4.2.   Registrar

The Registrar will ensure that all students, upon acceptance to the institution, have an individual student record file containing all admissions criteria.  The Registrar is further charged with the responsibility of continuously maintaining all student files in a safe and orderly manner, updating all records needed on the individual student, and updating and maintaining an adequate backup system for all student records.  The Registrar will ensure that all provisions of this policy are met concerning the release of public information, and the release of information to students; institutional instructors, counselors, advisors, administrators; and local, state, and national organizations and agencies.  The student files are maintained in the Registrar’s Office.

8.5.1.4.3.   Financial Aid Officer

The Financial Aid Officer has the responsibility of maintaining an adequate and up-to-date student record file on all students receiving any institutional, local, state, or federal financial assistance.  The Financial Aid Officer will see that all provisions of this policy concerning individual student records are carried out properly.

8.5.1.4.4.   Business Manager
The Business Manager will have the responsibility of ensuring that all provisions as set forth in this policy are applied to the release of financial information concerning individual students.

8.5.1.5.   Disclosure of Student Records to Students

The student is afforded the right to inspect, in the presence of the appropriate records official as stated in the previous section of this policy statement, records, files, and data primarily and directly related to the student.  In order to inspect one’s file, the student should go to the office of the appropriate records official and initiate a written request.  If the student cannot personally appear, the student must submit a notarized request to the appropriate records official.  The request for inspection shall be granted within forty-five (45) days of the time of the receipt of the request by the college.  If, in the opinion of the appropriate records official, inspection can reasonably be accomplished only by providing copies of documents, such copies shall be made and provided to the student.  The right of inspection does not include financial statements of parents, confidential recommendations placed in the file prior to January 1, 1975, and other confidential recommendations, access to which has been waived by the student in accordance with paragraph 8.3.4.4.

8.5.1.6.   Challenging the Contents of the Record

Reid State Technical College will respond to any reasonable request for an explanation or interpretation of any item in a student’s file.  Requests for such explanation or interpretation should be addressed in writing to the Dean of Students.

8.5.1.6.1.
If, after inspecting a record, a student wishes to challenge any part of the file’s content, a written request for a hearing should be addressed to the Dean of Students who will set a date and time for a hearing within forty-five days of receiving the written request.

8.5.1.6.2.
The request for a hearing should identify the item or items in the file to be challenged and state the grounds for the challenge; e.g., inaccuracy, misleading nature, inappropriateness.  The Dean of Students, with the appropriate records official shall examine any documents or hear any testimony the student wishes to present.  The Dean of Students and the records official may decide that the item should be retained or that it should be deleted or altered.  There may be a decision that the material is accurate and appropriate, but that the student should be allowed to place a written explanation on file.  The Dean of Students shall issue a written decision within ten (10) days of the conclusion of the hearing.

8.5.1.7.   Waiver of Access

Reid State Technical College may request that a student waive the student’s right to inspect confidential recommendations regarding that student’s application for admission, application for employment, or the receipt of an honor or other recognition.  

If a student receives a request for waiver, the student may sign and return the waiver, may request a list of the names of persons who will be asked for recommendations before signing, or may refuse to waive the right of access.

Such a waiver shall not be a condition for admission to the institution, financial aid assistance, or any other benefits received by Reid State Technical College students.

8.5.1.8.   Providing Records to Third Parties

The general policy of Reid State Technical College is to refuse access to student records to third parties without the written consent of the individual student.  Detailed information on conditions of the release of student records to third parties are located in the Reid State Technical College Catalog.

8.5.1.9.   Changes in the Policy

This policy statement is subject to change by any additional federal regulations or court decisions that may modify and/or negate any portion of these regulations.

8.6. STUDENT POLICIES, PROCEDURES, AND REGULATIONS

8.6.1. Student Conduct

Policies concerning student conduct are located in the Reid State Technical College Catalog.

8.6.2. Freedom of Expression

The instructor in the classroom and in conference will encourage free discussion, inquiry, and expression where relevant and appropriate to the educational objectives of the course.  Students’ grades will not be influenced by opinions expressed in the classroom or outside of the classroom.

In the classroom, students are invited to express their views on matters pertaining to the subject matter.  With the freedom of attending class comes the responsibility of being well informed of the required class material and content.  All students have the right to question, through orderly procedures, academic evaluation.  A student’s grade will be based solely on academic achievement, unless otherwise specified by the instructor in writing at the first meeting.

8.6.3. College Catalog and Calendar

College personnel should carefully study the Reid State Technical College Catalog and the College calendar.  College policies relating to students are outlined in these publications and to avoid duplication, most of them are not included in this manual.

8.6.4.   Student Illness or Accident

If a student becomes ill or is injured (even slightly) on campus, college personnel should notify the Dean of Students immediately.

8.6.5.   Faculty Advisement of Students

Faculty members are expected to advise students on the academic requirements of Reid State Technical College.  Each semester the Registrar will provide each advisor an advisor course listing/degree plan for each advisee.  Faculty will be expected to assist their advisees in development of their semester schedule and to maintain this information as long as the student is their advisee.  Each student has a degree plan that is available on the computer.
8.6.6.   Admission of Students

The process of admitting new, transfer, and re-entering students is handled by the Admission Office in the Student Services Building, 400.
8.6.7.   Student Records

A complete record on each student is available in the Registrar’s Office. 

8.6.8.   Change of Course of Study

Faculty advisors should refer students who want to change their course of study to the Admission Office Student Services Building, 400.

8.6.9.   Make Up Work and Change of Grade

Faculty Members should impress upon their students the necessity of completing course requirements on time.  If, however, students are absent from a final exam or have not completed some other course requirement for a valid reason, the instructor should record their grade as “I” (incomplete).  Students then have the responsibility of making arrangements for completing their work with the instructor within the first eight weeks of the next semester.  If the grade of “I” is not cleared, a grade of “F” will be assigned.

An instructor may change a student’s grade for either of two reasons:

a.
The instructor made a mathematical or clerical error in the initial grade report;

b.
The instructor reported a grade of “I,” and the student later completed the course requirements.

8.6.10.   Field Trips

Field trips may be taken at the discretion of the instructor as long as the field trip is approved by the Department Chair and Dean of Instruction and is confined to a laboratory or class period and does not require students to be absent from classes.  All students participating in field trips must sign a release of liability in order to participate.

8.6.11.   Excusing Students From Class

Any instructor who desires to have students excused from classes to attend a specific function must submit to the Dean the pertinent information two days in advance.  If the trip is approved, the Dean will notify all instructors involved.  Students so excused are responsible for all work missed, but they are not to be counted as absent or penalized in any way for their absence.

8.6.12. Announcements, Sales, and/or Distribution Activities on Campus or Under College Sponsorship

Any organization or group on campus must secure the approval of the Dean of Students before committing itself in a commercial venture.

8.6.13. Computer/Internet Use

All students and personnel at Reid State Technical College are encouraged to utilize the computer labs for e-mail and Internet access.  Every student and college employee will be issued a computer password and must receive and sign an Acceptable Use Policy maintained in the Student Services Building.  Students or Employee’s who violate the Acceptable Use Policy will be subject to disciplinary action.  The Acceptable Use Policy is found at Appendix 15.

9. SOCIAL AND CULTURAL OPPORTUNITIES

9.1. FORUM

Every faculty member is required to attend Forum. Additionally, advisors should encourage their advisees each semester to enroll in HMN100 Humanities Forum.

9.2. EMPLOYEE/DEPENDENT TUITION WAIVER

Employee tuition waiver forms may be obtained from the Financial Aid Office in the Student Services Building.  A sample form is included in Appendix 16.

10. FACILITIES AND SERVICES

10.1. LEARNING RESOURCE CENTER

Learning Resources are located in individual departments.  Resources of general interest are located in Buildings 300 and 400..

10.2. STUDENT CENTER

The Student Center includes tables, chairs, and snack machines for students and employee use and comfort.

10.3. BOOKSTORE

The bookstore is located in Building 100.  It is owned by the college.  The bookstore is open Monday through Friday, 7:00 a.m. to 11:15 a.m. and additional hours are posted during periods of registration.  The bookstore carries textbooks, supplies, college wear, and many other items.  

10.4. INSTRUCTOR’S TEXTBOOKS

An instructor may request complimentary copies of texts from the publishers.  College stationary should be used and a college return address should be provided.

10.5. ANNOUNCEMENTS

Announcements are posted on bulletin boards, (e-mail) intranet, in school publications, in the semester calendar of events, and in memoranda. 

10.6. KEYS

Office keys are issued through the Business Office.  No one is permitted to swap keys or to have duplicate keys made.  All changes regarding keys should be handled through the Business Office.

10.7. OFFICE SUPPLIES

Office supplies may be obtained from the bookstore or with a purchase requisition.

10.8. MAINTENANCE SERVICES

Maintenance of offices, buildings, or equipment may be obtained by completing a work order or Maintenance Referral Form and forwarding it to the Business Office.  Maintenance forms are available from the Business Office.  A sample is included in Appendix 11.

10.9. USE OF COLLEGE FACILITIES

Facilities and equipment of the college are provided for the purpose of supporting the educational programs and services approved for the college by the State Board of Education.  The primary consideration in determining use of college facilities by outside groups is whether or not the proposed activity is in keeping with the mission of the college and whether or not the college has the resources to cosponsor the activity as one of it’s own programs.

Activities of other educational agencies, state, local, and federal agencies, and non-profit organizations which are in conformity with the purposes of the college are usually approved by the college.  Policies governing the use of these facilities are designed to permit maximum utilization by students, faculty, staff, and their guests; to ensure the safety and well-being of the participants; and to provide for the protection, care, and maintenance of the facilities. A deposit for use may be required.
The Assistant Dean of Public Relations and Community Development Office is responsible for sanctioning the use of college facilities by groups not affiliated with the college.  
10.10.   MAIL

Mail is delivered daily from the Evergreen Post Office.  It arrives on campus at approximately 10:00 a.m. and is placed in the appropriate boxes in the mailroom located in Building 100.  Outgoing mail should be in the Administration Building by 1:00 p.m. as it is picked up at approximately 2:00 p.m.

10.11.   LOST AND FOUND

Lost and found articles should be reported and/or turned in to the Student Services Office.

10.12.   PUBLIC RELATIONS

In order to ensure adequate public coverage of activities at Reid State, faculty and staff should submit noteworthy items to the Assistant Dean of Public Relations and Community Development.  Publicity should be scheduled as much in advance as possible.  

10.13.   PARKING DECALS

A parking decal must be displayed in vehicles of college personnel and students who park on campus.  Parking decals are issued by the Security Officers.
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