

[bookmark: _GoBack]
Policy and Procedures Table of Contents
Numerical Order
	Policy Number
	Policy Topic

	Chapter 100
	General Information

	100
	Table of Contents

	100.01
	Policy and Procedure Revision Process

	101
	Name

	102
	Accreditation

	102.01
	Substantive Change Reporting for SACS

	103
	Philosophy

	104
	Vision & Mission

	105
	History

	106
	Board of Trustees

	107
	Institutional Effectiveness

	108
	Organizational Charts

	109
	Nondiscrimination

	110
	Conflict of Interest for Board of Trustees

	Chapter 200
	Instructional Services

	201
	Academic Freedom

	202
	Academic Regulations

	202.01
	Standards of Academic Progress

	203
	Advisory Committees (Deletion)

	204
	Book Solicitations

	205
	Challenged Material (Deletion)

	206
	Cooperative Education (Deletion)

	207
207.01

207.02
207.03
207.04
207.05
207.06
207.07
207.08
	Curriculum
· Course Outlines, Syllabi and Lesson Plans (Deletion)
· Course Waivers and Substitutions (Deletion)
· Curriculum Change (Deletion)
· Curriculum Course Repetition
· New Curriculum Program Development
· First Year Seminar (Deletion)
· Curriculum Distance Instruction
· General Education Course Criteria

	208
	Dean’s/President’s List (Deletion)

	209
	Divisions/Departments/Program  (Deletion)

	210
	Divisional Objectives (Deletion)

	211
211.01
211.02
211.03
211.04
211.05
	Faculty
· Faculty Office Hours (Deletion)
· Faculty Role in Governance
· Faculty Substitutes (Deletion)
· Faculty Responsibilities and Workload
· Instructional Assignments (Deletion)

	212
	Student Travel

	213
	Instructional Live Projects

	214
	Hand Tools and Instruments

	215
	Copyright, Trademark and Patent

	216
	Learning Resource Center (Deletion)

	217
	Student Evaluation of Curriculum Instruction

	218
	Study Abroad Program

	219
	Tests and Examinations (Deletion)

	220
	Textbooks

	221
	Use of Shops and Labs (Deletion)

	222
	School Absences for Religious Holidays

	223
	Grade Appeals

	Chapter 300
	Administrative Services

	301
	Campus Visitors and Salespersons

	302
	Cellular Phones (Deletion)

	303
	Central Supply (Deletion)

	304
	Inclement Weather & Emergency Situations (for employees)

	304
	Inclement Weather or Emergency Situations

	305
	No Weapons on Campus

	305.01
	Office Assignments (Deletion)

	306
	Tobacco Free Campus

	307
	Workplace Violence Prevention

	308
	Custodial Services and Building Maintenance (Deletion)

	309
	Federal and State Surpluses Property Purchases (Deletion)

	310
	Campus Sex Crimes and Prevention Act Compliance

	311
	Job Order (Deletion)

	312
	Access Control

	313
	Parking and Traffic Regulations (Deletion)

	315
	Safety (Deletion)

	316
	Scrap Materials

	317
	Telephone Calls (Deletion)

	318
	Use of Facilities

	319
	Appropriate Use of College Resources

	320
	Capital Improvements

	Chapter 400
	Finance and Business Services

	402
	Bookstore (Deletion)

	403
	Debt Collection

	404
	Deferred Payment of Tuition

	405
	Donations

	406
	Electronic Signature

	407
	Investment

	408
	Leasing Property to Private Businesses

	409
	Write-off of Delinquent Accounts

	410
	Payments and Compensation of Foreign Nationals, Governments and Corporations (Deletion)

	413
	Self-Supporting

	415
	Bookstore Operations and Use of Profits

	416
	Vending Facilities and Convenience Concessions

	417
	Parking Fees

	418
	Intellectual Property

	419
	Tuition and Fees Refund Exceptions

	Chapter 500
	Human Resources

	501
	Equal Opportunity Employment

	501.01
	Affirmative Action

	501.02
	Americans with Disabilities Act

	501.02
	HIPPA Policy and Resolution

	501.04
	Diversity

	501.05
	Drug and Alcohol-Free Workplace

	501.06
	Nepotism

	501.07
	Sexual and Other Unlawful Harassment

	501.08
	Veterans Preference

	501.09
	Political Activities of Employees

	502
	Benefits

	502.01
	Employee Assistance Program

	502.02
	Employee Benefits (full-time)

	502.03
	Longevity Pay/Permanent F-T & P-T

	502.04
	Continuation of College-Sponsored Benefits

	502.05
	Family and Medical Leave

	502.06
	Retirement Eligibility (Deletion)

	502.07
	Summary of Part-Time Employment Benefits

	502.08
	Retirement System (Deletion)

	502.09
	Tuition Exempt and Staff Enrollment

	502.10
	Workmen’s Compensation

	503
	Employment

	503.01
	Compensatory Regulations

	503.02
	Employee Investigations & Records Retention

	503.03
	Contracts and Pay Procedures

	503.04
	Faculty Work Hours

	503.041
	F-T Administrative Employees work Hours

	503.05
	Employment Categories and Classifications

	503.06
	Secondary Employment

	503.07
	Faculty

	503.07.01
	Educational Attainment

	503.08
	Non-Renewal of Contracts

	503.07.02
	Faculty 12-Month Salary Scale (Deletion)

	503.07.03
	Faculty 9-Month Salary Scale (Deletion)

	503.07.04
	Faculty and Staff Credential Requirements

	503.07.05
	Overload Pay/Compensation for Teaching (Deletion)

	503.09
	Reduction in Force/Involuntary Leave without Pay

	503.10
	Termination of Employment/Resignations

	504
	Compensation

	504.01
	Longevity Pay/Permanent Full & Part Time 

	504.02
	Annual Office Personnel Salary Scale (Deletion)

	504.03
	Office Personnel Salary Scale (Deletion)

	504.04
	Calculation of Daily Rates of Pay

	504.05
	Professional Service Agreements

	506
	Service Awards Program

	507
	Leave

	507.01
	Civil Leave

	507.02
	Educational Leave

	507.03
	Funeral Leave

	507.04
	Maternity Leave

	507.05
	Military Leave

	507.06
	Sick Leave

	507.07
	Vacation Leave

	507.08
	Voluntary Shared Leave

	507.09
	Disability Leave 

	507.12
	College Holidays

	507.13
	Parental Leave

	508
	Report of Absence 

	509
	Grievances and Appeals

	509.01
	Discipline

	509.02
	Due Process

	509.03
	Grievance

	510
	Evaluation

	510.01
	Introductory Employment Status

	510.02
	Performance Management

	511
	Standing Committees

	511.01
	Standing Committee Descriptions/Senior Leadership

	512
	Other

	512.01
	Communicable Diseases

	512.02
	Conflict of Interest

	512.03
	Name and Address Change (Deletion)

	512.04
	Personnel Records

	513
	Volunteers and Interns

	514
	Access to Secure Information

	515
	Dress Code

	Chapter 600
	College Advancement

	601
	Fund Raising (Solicitation of Funds)

	601.01
	Memorandum of Agreement

	601.02
	Recognition and Facility Naming

	602
	Grant Writing

	Chapter 700
	Community Relations and Marketing

	705
	Recruitment Publications & Presentations

	709
	Advertising

	Chapter 800
	Student Services

	801
	Admissions

	802
	Attendance Reports and Class Rolls (Deletion)

	803
	Class Rolls (Deletion)

	804
	Code of Student Conduct

	805
	Distribution of Materials

	806
	Dropping or Withdrawal from a Class (Deletion)

	807
	Dual Enrollment Requirements (Deletion)

	808
	Faculty Advisor System (Deletion)

	809
	Fund Raising (Students/Student Groups) (Deletion)

	810
	Graduation (Deletion)

	810.01
	Graduation/Program Requirements

	811
	Incomplete Grades (Deletion)

	812
	Placement Testing (Deletion)

	813
	Privacy of Student Records( FERPA)

	814
	Academic Records Integrity, Retention and Disposition (former Contents of Student Record)

	815
	Standards for Academic Progress (moved to policy 202.01)

	816
	Student Activities (Deletion)

	817
	Grade Appeals (moved to policy 223)

	818
	Student Appeals

	818.01
	Student Services (Deletion)

	819
	Threat Assessment

	820
	Awarding of Curriculum Credit

	821
	Withdrawals after the 75% Point of the Term

	822
	Student Investigations and Record Retention by Campus Police

	823
	Student Due Process

	Chapter 900
	Workforce and Economic Development/Continuing Education

	901
	Small Business Incubator Policy

	902
	Basic Skills (Deletion)

	903
	Continuing Education Division (Deletion)

	903.01
	Continuing Education Internal Audit Plan

	904
	Continuing Education Course Repetition

	905
	Corporate and Economic Development (Deletion)

	906
	Human Resource Development (Deletion)

	907
	Student Evaluation of Continuing Education Instruction

	Chapter 1000
	Information Technology

	1001
	Computing Resources and Service Policy

	1002
	Information Technology Resources and Systems

	1003
	Internet and Campus Network Acceptable Use

	1004
	Mobile Devices (procedure only)

	1004.01
	Mobile Device security Acceptance Form (procedure only)

	1005
	Hardware & Software Control





Updated February 1, 2013

