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SECTION ONE

The College
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Statement No. 100
OPR1 VICE PRESIDENT, ADMINISTRATION AND FINANCE

May 5, 2008

TITLE: PURPOSE OF THE POLICIES AND PROCEDURES MANUAL

.  STATEMENT. The Policies and Procedures Manual is designed to provide
information that will aid all college employees in their efforts to achieve
excellence at Mississippi Gulf Coast Community College (MGCCC). The
Manual contains information concerning institutional policies and procedures to
help each employee in the performance of his or her job, as well as conceptual
and narrative descriptions of the governance and organization of MGCCC. It is
important that each employee familiarize himself or herself with college
operating policies and procedures as described in the Policies and Procedures
Manual.

Mississippi Gulf Coast Community College
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Statement No. 101
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

May 5, 2008
TITLE: HISTORY OF MISSISSIPPI GULF COAST COMMUNITY COLLEGE

I. STATEMENT. On September 5, 1911, the Harrison County School Board
established the Harrison County Agricultural High School, an action that
marked the beginning of the present Mississippi Gulf Coast Community
College. As an inducement to locate the school at the little town of
Perkinston, a number of prominent citizens donated 566 acres of land and
$626. Their efforts were successful and, with one building, Huff Hall, the
institution began operation on September 17, 1912.

On June 5, 1916, Stone County was formed from the northern part of
Harrison County and the school continued under the dual support of both
counties.

Realizing that a new educational concept, the junior college, was ideally
suited to the needs of Mississippi, the legislature in 1924 enabled the
counties to cooperate with the state in offering education beyond the high
school level to all who could profit from it and in their home community.
One of the first junior colleges to be organized was founded in conjunction
with the Harrison-Stone County Agricultural High School. Jackson County
added its support to the coming institution in the summer of 1925 and the
new institution opened on September 14, 1925, and the Harrison-Stone-
Jackson Agricultural High School and Junior College offering the first year of
Junior College work. Sophomore classes were added in the 1926-27
session and the first class of one student finished on May 20, 1927. On July
15, 1942, George County added its support to the institution, which then
took the official name of Perkinston Junior College

The institution served the needs of its community endeavoring to fulfill its

purpose: "To develop the cultural, intell ect u.
the people of this area, point the way to an economic livelihood based on
naturalresour ces, and promote responsible citi

In May 1962, 50 years after its organization, the Agricultural High School
division was discontinued and local high schools provided for the youth of
the community. On May 10, 1962, the Governor of the State of Mississippi
signed into law House Bill 597 which created the Mississippi Gulf Coast
Junior College District. This bill wiped out county lines as far as the college
was concerned. The District became a single unit in which each taxpayer
shared equally in to support junior college education for the area. The
District was founded In order to bring higher education to the people so that
they could train and/or retrain to meet the needs of business and industry; to
enable young people to live at home, hold jobs, and go to school, to bring
cultural as well as academic enrichment to people of all ages.

Mississippi Gulf Coast Community College
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In September 1965, Mississippi Gulf Coast Community College became a
tri-campus institution when two new campuses were opened on the Gulf
Coast - Jefferson Davis Campus in Handsboro and Jackson County
Campus in Gautier. In 1965, the Seabee Base Manpower Training Center
(founded the previous year) became a branch of the new Jefferson Davis
Campus. After its removal to the Industrial Seaway in 1968 this branch took
the name Harrison County Occupational Training Center. In 1972, George
County Occupational Training Center (renamed George County Center in
2001) opened in Lucedale as a branch of Perkinston Campus. In 1973,
Keesler Center opened at Keesler Air Force Base as a branch of Jefferson
Davis Campus. In 1985, West Harrison County Occupational Training
Center (renamed West Harrison County Center in 2001) opened in Long
Beach as a branch of Jefferson Davis Campus.

To clearly reflect the comprehensive nature of the college, the name was
changed on October 1, 1987, to Mississippi Gulf Coast Community College.

In spring 1991, the College relocated the Harrison County Training Center
to Intraplex 10 with the opening of the Mississippi Gulf Coast Applied
Technology and Development Center (renamed Advanced Manufacturing
and Technology Center in 2007). Established as a partnership among
Mississippi Gulf Coast Community College, Mississippi Power Company,
and Harrison County Development Commission, the center was founded to
serve as a training facility in support of economic development activities on
the Mississippi Gulf Coast. In 1996, Community Campus, a campus without
walls concept, was introduced resulting in a fourth campus -called
Community Campus. In fall 2001, the College opened a branch extension of
the Jefferson Davis Campus at the Naval Construction Battalion Center in
Gulfport.

Locations of Mississippi Gulf Coast Community College include:

ADVANCED MANUFACTURING AND JEFFERSON DAVIS CAMPUS
TECHNOLOGY CENTER Gulfport, Mississippi
Gulfport, Mississippi
KEESLER CENTER
CENTRAL OFFICE Keesler Air Force Base, Mississippi
Perkinston, Mississippi
NAVAL CONSTRUCTION BATALLION

COMMUNITY CAMPUS CENTER
Gulfport, Mississippi Gulfport, Mississippi
GEORGE COUNTY CENTER PERKINSTON CAMPUS
Lucedale, Mississippi Perkinston, Mississippi
JACKSON COUNTY CAMPUS WEST HARRISON COUNTY CENTER
Gautier, Mississippi Long Beach, Mississippi

Mississippi Gulf Coast Community College
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Statement No. 102
OPR -PRESIDENT

May 5, 2008

TITLE: MISSION, VISION, AND VALUES OF MISSISSIPPI GULF COAST
COMMUNITY COLLEGE

MISSION

Mississippi Gulf Coast Community College responds to the educational needs of
our community, which is defined as the district of George, Harrison, Jackson and
Stone counties, by providing an outstanding learning environment supported by
excellent instruction and services. We achieve this by creating an atmosphere
that fosters lifelong learning, responsible citizenship and progressive leadership
in a dynamic setting.

We make a positive difference in people's lives every day.
VISION
We envision Mississippi Gulf Coast Community College as a world-class
educational institution committed to student learning. Using appropriate
technologies and showcase facilities we will deliver flexible, market responsive
programs of the highest quality. Our vision will be realized through outstanding
employees and successful students who adhere to high standards of excellence
while working in partnership with our community.
VALUES

Access: To provide opportunities for participation in world-class programs and
services

Collaboration: To unify our efforts to achieve our mission by forging internal and
external partnerships and alliances

Compassion: To exhibit concern for others

Diversity: To provide an atmosphere that fosters respect and supports cultural
and societal differences

Excellence: To set and meet the highest standards

Integrity: To exemplify honesty, trustworthiness and good character as we
engage in all programs, services, and partnerships

Mississippi Gulf Coast Community College
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Leadership: To develop and demonstrate leadership skills for our students and
our communities

Learning: To improve the quality of life by providing knowledge and skills

Responsibility: To ensure stewardship of our resources and accountability to
our communities

Service: To instill a commitment in employees and students to helping others
Unity: To operate as one college in purpose, plans, priorities, and processes

Vision: To anticipate, welcome, and meet future challenges

Mississippi Gulf Coast Community College
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Statement No. 103
OPR T PRESIDENT

May 5, 2008

TITLE: STRATEGIC INITIATIVES OF MISSISSIPPI GULF COAST

COMMUNITY COLLEGE

One Unified College

Desired Outcome: As a multi-campus institution, MGCCC operates as
a single, unified college.

MGCCC will maintain and promote consistency in its programs, student
learning outcomes, policies and procedures college-wide. Centralized
functions will continue to be explored and implemented, and cross-
campus responsibilities will continue to be assigned at all levels. The
college will promote itself as a single, unified institution to internal and
external constituencies. Technological and other resources will be
employed to facilitate better communication throughout the college.

World-Class Instruction

Desired Outcome: Students and graduates will be prepared to compete
successfully in a diverse global workplace.

The college will set high standards based on proven benchmarks. The
college will be recognized as a regional, national and international leader
in postsecondary education. Students transferring to four-year
institutions will perform as well as or better than native students.
Students who complete our occupational programs will be eligible for
nationally and internationally recognized certification or licensure. Our
faculty will possess specialized certifications and professional
credentials in their respective disciplines. Our faculty will engage in
ongoing assessment of student learning outcomes. Our programs will
meet and exceed the requirements for general and specialized
accreditation. The college will continue to expand and improve student
support services for all students, including nontraditional and distance
learning students.

Information Systems Technology

Desired Outcome: MGCCC will provide a technology-enhanced
learning and working environment to ensure that our students are
successful, that our faculty are technologically empowered, that
administrative systems support the mission and operation of the
institution, and that learning can take place anywhere, anytime.

Mississippi Gulf Coast Community College
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Information technologies are critical to the success of the MGCCC
strategic plan. The college will continue to develop this important
resource under the leadership of established advisory councils and
committees. Innovative teaching and management technologies will be
evaluated, implemented, and supported by the institution. High-quality
support will be provided for information technology, and support units will
continually seek innovative ways to effectively and efficiently manage
technology resources.

IV. Personnel Development

Desired Outcome: MGCCC will employ qualified and dedicated
personnel, while also encouraging and providing professional
development activities for continued growth.

The college mission will only be achieved with the best-qualified,
dedicated and capable employees. MGCCC will recruit, employ, retain,
evaluate, recognize and reward its employees. The college will maintain
a structured employee evaluation system to develop its human capital.
This system will include a coordinated program of professional
development that will support its instructional, operational and
technological initiatives. Professional development activities will improve
the quality of work life and contribute to employee job satisfaction and
retention.

V. Student Life Enrichment

Desired Outcome: The College will offer student activities to develop
leadership, citizenship, professional and personal interests.

We recognize that important learning experiences occur outside the
classroom and that extracurricular activities play an important role in
strengthening the connection among our diverse student population, the
institution and the community. MGCCC will provide adequate resources
to support a variety of student activities and organizations. The college
will select enthusiastic and committed individuals to advise and direct
student activities and organizations.

VI. Customer Service

Desired Outcome: All MGCCC employees will provide high quality
customer service.

Excellent customer service and efficient processes are integral to
ensuring student success and effective management of the institution.
MGCCC will continue its efforts to analyze, evaluate and continuously
improve services for students and the community. Professional

Mississippi Gulf Coast Community College
Policies and Procedures Page 8



development programs will be provided to improve customer service
awareness and skills.

VIl. Fiscal Resources

Desired Outcome: MGCCC will continue to expand its funding sources
and will manage its existing resources effectively.

The college will continue its efforts to utilize private, federal, state,
county and local resources, grants, auxiliary services and tuition
revenues to support its mission. MGCCC will aggressively seek
corporate partnerships and external funding sources. The college will
continue to demonstrate accountability in the expenditure of all funds.

VIII.  Facility Master Plan

Desired Outcome: Through its facility Master Plan the college will be
enhanced by a modern learning environment that supports its mission,
vision and growth.

MGCCC will provide world-class facilities for its programs. Facilities will
be well equipped, aesthetically attractive, and capable of meeting the
future needs of the institution. Recreational and cultural activities, as well
as instruction and support services, will be accommodated. The college
will aggressively seek the fiscal resources necessary to implement its
facility master plan. Facility maintenance will be a top priority in capital
resource allocation. Facilities planning will be accomplished as one
college, and facilities/landscaping will emphasize that MGCCC is a
single, unified college.

IX. Alumni/Foundation

Desired Outcome: MGCCC will increase support for the college mission
by promoting participation in the Alumni Association and Foundation by
individuals and organizations.

To promote this strategic initiative, the MGCCC Alumni Association and
MGCCC Foundation will update their strategic plan for supporting the
mission of the college. The college will promote the Alumni/Foundation
strategic plan by encouraging broad employee participation in these
organizations.

X. Economic/Workforce Development and Community Outreach
Desired Outcome: Through all programs and services MGCCC will

contribute to the improvement of the economic and cultural quality of life
in its community.

Mississippi Gulf Coast Community College
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Recognizing that its district is one of the fastest-growing areas in the
state, MGCCC will continue to provide responsive and innovative
programs that support the economic and cultural development of the
community. The college will continue to seek out and develop
partnerships with other educational institutions, public agencies and
private organizations to improve the quality of life on the Mississippi Gulf
Coast.

XI.  Enrollment Management

Desired Outcome: MGCCC will increase patrticipation in educational
programs by strengthening marketing, recruitment, advisement and
retention efforts.

MGCCC will expand efforts to market and recruit students. MGCCC will
strengthen the advisement system by providing more effective
advisor/advisee relationships. The college will implement effective
retention programs by increasing faculty-student contact and peer-
mentoring opportunities.

Mississippi Gulf Coast Community College
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Statement No. 104
OPR T PRESIDENT

May 5, 2008

July 9, 2008
December 11, 2008
October 21, 2009

TITLE: ACCREDITATION

STATEMENT. Mississippi Gulf Coast Community College is accredited
by the Mississippi Commission on College Accreditation and by the
Southern Association of Colleges and Schools to award associate
degrees. Contact the Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about
the accreditation of Mississippi Gulf Coast Community College.

The Commission on Colleges may be contacted only if there is evidence
that Mississippi Gulf Coast Community College is significantly non-
compliant with a requirement or standard. Accreditation standards are
located at: http://www.sacscoc.org/principles.asp.

In addition, the following programs hold specialized professional
accreditation:

ASSOCIATE DEGREE NURSING 06 Board of Trustees of State
Institutions of Higher Learning, State of Mississippi. National League for
Nursing Accrediting Commission, Inc., (NLNAC), 3343 Peachtree Road,
NE, Suite 500, Atlanta, GA 30326, Telephone number 404-975-5000.

AUTO COLLISION REPAIR TECHNOLOGY 1 National Institute for
Automotive  Service Excellence/National Automotive  Technicians
Education Foundations (ASE/NATEF), 101 Blue Seal Drive, Suite 101,
Leesburg, Virginia 20175, Telephone number 703-669-6650.

AUTOMOTIVE TECHNOLOGY 1 National Institute for Automotive Service
Excellence/National Automotive Technicians Education Foundations
(ASE/NATEF), 101 Blue Seal Drive, Suite 101, Leesburg, Virginia 20175,
Telephone number 703-669-6650.

EMT-PARAMEDIC 6 (CAAHEP) Commission of Allied Health Programs
and (JRC-EMS) Joint Review Committee on Emergency Medical Services,
35 East Wacker Drive, Suite 1970, Chicago, IL 60601-2208.

FUNERAL SERVICES TECHNOLOGY & American Board of Funeral
Service Education (ABFSE), 3414 Ashland Avenue, Suite G, St. Joseph,
MO 64506, Telephone number 816-233-3747. Website www.abfse.org.

Mississippi Gulf Coast Community College
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MEDICAL LABORATORY TECHNOLOGY (NAACLS) o National
Accrediting Agency for Clinical Laboratory Sciences, 8410 West Byrn
Mawr Avenue, Suite 670, Chicago, IL 60631, Telephone number 773-714-
8880.

PRACTICAL NURSING o0 State Board for Community and Junior
Colleges, State of Mississippi. National League for Nursing Accrediting
Commission (NLNAC), 3343 Peachtree Road, NE, Suite 500, Atlanta, GA
30326, Telephone number 404-975-5000.

RADIOLOGIC TECHNOLOGY & The Joint Review Committee on
Education in Radiological Technology, 20 North Wacker Drive, Suite 2850,
Chicago, IL 60606-3182, Telephone number 312-704-5300.

RESPIRATORY CARE TECHNICIAN 8 (COARC) Committee on
Accreditation for Respiratory Care Programs, 1248 Harwood Road,
Bedford, TX 76021-4244, Telephone Number 817-283-2835.

SURGICAL TECHNOLOGY 8 (CAAHEP) Commission on Accreditation
of Allied Health Education Programs, 1361 Park Street, Clearwater, FL
33756, Telephone number 727-210-2350.

The following technical programs are accredited by The Association of
Technology, Management, and Applied Engineering (ATMAE): Computer
Networking Technology; Computer Programming Technology; Computer
Servicing Technology; Construction Management Technology; Database
Administration Technology; Drafting and Design Technology; Electronics
Technology; Golf/Recreational Turf Management Technology; Graphic
Design Technology; Network Security Technology; Telecommunications
Technology; Process Operations Technology 1 Petrochemical Refining;
and Web Development Technology. The Association of Technology,
Management, and Applied Engineering (ATMAE), 3300 Washtenaw
Avenue, Suite 220, Ann Arbor, Michigan 48104-4200, Telephone number
734-677-0720.

Mississippi Gulf Coast Community College
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Statement No. 105
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 22, 1977
November 2, 1977
December 6, 1988
February 25, 1999

May 5, 2008

TITLE: COMPLIANCE POLICY

POLICY. The Board of Trustees approved the following Compliance
Policy on June 22, 1977:

"In compliance with Title VI of the Civil Rights Act of 1964, Title IX,
Education Amendments of 1972 of the Higher Education Act, Section
504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act
of 1990 and other applicable Federal and State Acts, the Board of
Trustees of the Mississippi Gulf Coast Community College hereby
adopts a policy assuring that no one shall, on the grounds of race,
religion, color, national origin, sex, age or qualified disability be excluded
from participation in, be denied the benefits of, or otherwise be subjected
to discrimination in any program or activity of the College. The
Mississippi Gulf Coast Community College is an Equal Opportunity
Employer and welcomes students and employees without regard to race,
religion, color, national origin, sex, age or qualified disability."

Short form to be printed on official college publications- - - - - -

Mississippi Gulf Coast Community College is an Equal Opportunity
Employer and welcomes students and employees without regard to race,
color, religion, national origin, sex, age or qualified disability.

For further information, contact the Equal Opportunity Officer at a
Mississippi Gulf Coast Community College Center, Campus, or the
Central Office.

Mississippi Gulf Coast Community College
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Statement No. 106
OPR T PRESIDENT

July 1, 1978
December 6, 1988
January 11, 1996
May 5, 2008

TITLE: STATEMENT OF ETHICS FOR MISSISSIPPI GULF COAST

COMMUNITY COLLEGE EMPLOYEES

STATEMENT. Mississippi Gulf Coast Community College employees
must conform to an ethical code. The code must be idealistic and at the
same time practical so that it can apply reasonably to all College
employees. The College employee must acknowledge that the College
belongs to the public served for the purpose of providing educational
opportunities to all. The College employee assumes the responsibility
for providing professional leadership in the College and in the
community. This responsibility requires the employee to maintain
standards of exemplary professional conduct. It must be recognized that
the employee's actions will be viewed and appraised by the community,
professional associates, staff, and the students. To these ends the
College employee must subscribe to the following statement of ethics.

DUTIES AND RESPONSIBILITIES
The College employee must:

A. Place the well being of students as the fundamental value for all
decisions made and actions taken.

B. Fulfill professional responsibilities with honesty and integrity.

C. Support the principle of due process and protect the civil and human
rights of all mankind.

D. Obey local, state, and national laws and not knowingly join or
support organizations that advocate, directly or indirectly, the
overthrow of the government.

E. Implement College operating policies of the Board of Trustees,
Mississippi Gulf Coast Community College, develop procedures,
duties and responsibilities to carry out these College operating
policies; and carry these out to the best of the individual employee's
abilities.

F. Pursue appropriate measures to correct those laws, policies and
regulations that are not consistent with sound educational goals.

Mississippi Gulf Coast Community College
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G. Avoid using positions for personal gain through political, social,
religious, economic, or other influence.

H. Accept academic degrees or professional certificates only from duly
accredited institutions.

I.  Maintain the standards and seek to improve the effectiveness of the
profession through research and continuing professional
development.

J. Honor all contracts until fulfillment or release.

Mississippi Gulf Coast Community College
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SECTION TWO

Organization and
Administration



Statement No. 200
OPR i VICE PRESIDENT, ADMINISTRATION AND FINANCE

May 5, 2008

TITLE: BOARD OF TRUSTEES BYLAWS

STATEMENT. The operation and control of the Mississippi Gulf Coast
Community College (MGCCC) district and the college operated therein is
vested in a twenty-three (23) member Board of Trustees representing
each of the four (4) counties lying within the district: George, Harrison,
Jackson, and Stone. The members of the Board of Trustees have those
duties and powers prescribed by law in Sections 37-29-401 through 437,
Mississippi Code of 1972, Annotated.

In addition to these laws and consistent therewith, the college maintains
Bylaws of the MGCCC Board of Trustees which define the rules and
regulations pertaining to actual conduct of Board operation. All
recommended changes to these Bylaws must be submitted to the Board
for consideration and approval.

Copies of the Board of Trustees Bylaws can be obtained from the Office of
the Vice President for Administration. It is the responsibility of the Vice
President for Administration to annually review the Board of Trustees
Bylaws.

Mississippi Gulf Coast Community College
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Statement No. 200.1
OPR T PRESIDENT

July 1, 1972
July 1, 1978
December 6, 1988
May 5, 2008

TITLE: APPOINTMENT TO THE BOARD OF TRUSTEES

. STATEMENT. The operation and control of the Mississippi Gulf Coast
Junior College District and the college operated therein shall be vested in
a board of trustees representing each of the four (4) counties lying within
the district. The board of trustees shall consist of twenty-three (23)
members. Of the said number, Harrison County shall be entitled to eight
(8) members, Stone County shall be entitled to three (3) members,
George County shall be entitled to three (3) members and Jackson County
shall be entitled to eight (8) members. In no event in the future shall any of
the counties have more than the number hereinabove established. The
members of the board of trustees from each county shall be elected by the
board of supervisors of the county. Except as hereinafter specified the
term of office of each trustee shall be five (5) years. The members of the
board of trustees serving on July 1, 1989, shall continue to serve until their
terms expire. All shall be appointed for a term of five (5) years each. There
shall be one (1) additional member of the board who shall be selected by
the members of the board of trustees who shall reside alternatively in
Jackson and Harrison Counties, with the initial appointment to be made
from Jackson County for a term of five (5) years. A current list of the Board
of Trustees may be obtained by contacting

Il. PROCEDURES AND RESPONSIBILITIES

Board members are appointed with terms to expire in December and
June.

A. In May and November each year, the President will review the list of
board members in preparation for reappointment of members whose
terms will expire the following year. For those members so identified,
the President will:

1. Prepare letters to inform the County Chancery Clerk of the term
expiration. The letter will ask that this information be brought to the
attention of the Board of Supervisors.

2. If no reply is received within 30 days of the term expiration date, the
President will send a follow-up request to the Chancery Clerk
asking for official notification of the reappointment action.
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Statement No. 200.2
OPR - PRESIDENT

July 1, 1976
January 16, 1989
May 5, 2008

TITLE: BOARD OF TRUSTEES MEETING PRESENTATIONS

.  STATEMENT. The Board of Trustees, on June 18, 1975, approved
a plan proposed by the President to provide a presentation on
some area of the College Operation each month (see Minutes
Book, Page 2119). On June 29, 1976, the President added the
content of Paragraph Three (3) under section Il.A. below.

.  PROCEDURES AND RESPONSIBILITIES

A. The President will select subjects concerning the college
operations, instructional program, or student activities of interest
to the Board and assign appropriate individuals to present an
informative report at a designated Board of Trustees meeting.

Board presentations should be limited in length, brief and to the
point providing Board members with a clear perspective of the
selected subject area.

Presenters may use presentation software and/or printed
handouts as long as these materials have been approved by the
President prior to distribution.

B. The Vice President for Instruction and Student Services is
responsible for submitting board presentation recommendations
to the President for approval.
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Statement No. 200.3
OPR - PRESIDENT

August 28, 1979
December 6, 1988

TITLE: PREPARATION OF BOARD MEETING AGENDAS

I.  STATEMENT. The Board of Trustees has adopted a new format for
the agenda. For each action and/or item on the agenda there is a
notation to the left of the item as to whether the item requires a
motion or no action. For those items requiring action, the actual
wording of the motion to enact the action is provided. Accordingly,
to aid in the preparation of the monthly agenda, the following
procedures and responsibilities shall be adhered to. Exceptions will
be made to these only with the approval of the President.

. PROCEDURES AND RESPONSIBILITIES

The office of the President is responsible to prepare and distribute
the board letter, to which a tentative agenda is attached; and to
prepare the final agenda for each board meeting. The monthly
board letter shall be mailed to the board by the President on
Thursday prior to the board meeting, which is held on the
Wednesday following the third Monday of each month.

Persons desiring to enter items on the board agenda for the board
letter shall notify the office of the President, in writing, at least five
days prior to mailing of the board letter. ALL AGENDA ITEMS
SHOULD BE INCLUDED IN THIS LETTER.

A. When submitting requests to have items included on the
agenda, document the item as it is requested to appear;
indicate whether action is required or not; and if action is
required, include the wording of the motion to adopt the
action. For example:

AGENDA ITEM:
Reappointment of to
College Foundation Board of Directors.

ACTION REQUIRED: Yes.

RECOMMENDED MOTION:"to approve reappointment of
to a third term of the College Foundation Board
of Directors."
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AGENDA ITEM:
Approve emergency expenditure for well pump, Jackson
County Campus - Vice President Davis

ACTION REQUIRED: Yes.
RECOMMENDED MOTION: "to approve the payment of
approximately $8,000 for emergency repair of well pump at

Jackson County Campus from the fund."

AGENDA ITEM:
Report on General Studies Program -

ACTION REQUIRED: None.

RECOMMENDED MOTION: None required.

B. When an emergency arises that needs to be placed on the
agenda between mailing date of the board letter and
preparation of the final agenda, the above  provisions

will apply except that the due date to have the
recommendations in the office of the President is Monday
noon, preceding the board meeting.

C. For each item submitted to be included on the agenda under
par. 3a-b above, a BRIEF explanation shall be provided on a
single sheet of paper explaining the item in sufficient detail to
allow board members to read its content and be prepared to
take their action recommended, i.e., to vote. If no action is
required, the explanation should sufficiently inform the board
member on the status of the item. Each page submitted
must be titled identically to agenda item.

D. All persons having an input into the agenda must abide by
the above formats, procedures and dates or requested items
will not be included in the board agenda. Exceptions to this
will be made by the President at his discretion.
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Statement No. 201
OPR 1T DIRECTOR, INSTITUTIONAL RESEARCH AND PLANNING

May 5, 2008
TITLE: PLANNING MANUAL

I. STATEMENT. The Mississippi Gulf Coast Community College accepts
and recognizes the College Planning Manual to describe and outline all
duties and activities related to the College planning process. The MGCCC
Planning Manual shall be maintained in the Office of Institutional Research
and Planning. The Manual contains the following information: 1)
Membership of operating College governance councils; 2) Duties and
responsibilities of governance councils; 3) Complete description of the
college planning process and all planning activities; 4) Relationships
between budgeting and planning process; and 5) Complete list of all
education, administrative and service planning units.

The Planning Manual is reviewed and updated annually through the
Planning Council, Executive Council, and College President. All changes
to the College Strategic Plan are subject to the approval of the Board of
Trustees. The Planning Manual is published to all stakeholders of the
Institution through the college website.
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Statement No. 202
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

May 5, 2008

TITLE: ORGANIZATIONAL CHARTS
I. STATEMENT: Organizational charts of the Mississippi Gulf Coast
Community College are posted on the college web site. The charts are
updated as needed by the Vice President for Administration and Finance.

The Organizational Charts are located at URL.:

http://www.mgccc.edu/Documents/mgccc organizational charts.pdf

Mississippi Gulf Coast Community College
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Statement No. 203
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

May 5, 2008
TITLE: TITLES AND TERMS

Central Office Positions

Vice Presidents. (Professional, Administrative and Management): Vice
Presidents are employed by the Board of Trustees on recommendation of
the President. They report directly to the President and are members of
the College Executive Council. They possess line authority in their
primary areas of responsibility.

Associate Vice Presidents, College Deans, & Comptroller
(Professional, Administration and Management): These positions are
employed by the Board of Trustees on recommendation of the President.
They report directly to the Executive Officer or President. They have
college-wide planning and coordinating responsibility in their respective,
functionally-assigned areas, but they do not have line authority. They may
or may not have full-time counterparts on the campuses.

Central Office Directors & Assistants (Professional, Non-Instructional):
Directors may be employed on the Central Office staff for certain highly
specialized areas requiring skills that are not normally found in the general
labor market. They report to the Executive Officer who has primary
responsibility for the functional area of employment. They do not have line
authority over college counterparts. Normally, their function will not be
found on the campuses in a full-time capacity. Specific examples of
Directors are in the area(s) of Information Technology and Athletics.

Coordinators (Professional, Non-Instructional): Coordinators have
multiple-campus responsibilities. They report to appropriate functional
area Executive Officers. Employment is reported to the Board of
Trustees. Coordinators work with Campus Vice Presidents and Deans to
provide college-wide coordination of new programs (establishment of the
need, preparation of all documentation to start or revise programs,
identification and procurement of equipment, recruitment and hiring of
instructional and staff personnel, etc.), revision and termination of
programs. They do not have line or directive authority.

Supervisor (Staff): Supervisors have multiple-campus responsibilities,
report to a Vice President or Associate Vice President or College Dean;
may, in turn, be responsible for several employees; may recommend
specialized equipment or procedures for college-wide application; and
have line authority over only those personnel for whom he/she is
responsible.
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Campus Positions

Campus Vice Presidents (Professional, Administrative and
Management): Vice Presidents are employed by the Board of Trustees on
recommendation of the President. They report directly to the President
and are members of the College Executive Council and their respective
campus Administrative Committee; are chief administrative officers on
their campuses, and have autonomy except for certain functions that are
centrally-controlled. They have line authority over their campuses and
campus-assigned activities.

Campus Deans, Center Administrative Deans, and Assistants
(Professional, Administration and Management): These positions are
employed by the Board of Trustees on recommendation of the President.
They report directly to the Vice President on all matters, except those
functional areas where formal line authority has been established by the
President for Vice Presidents, Associate Vice Presidents, College Deans
or the Comptroller.

Associate Deans (Professional and Management): Employed by the
Board of Trustees on recommendation of the President.

Directors of Libraries and Assistants (Professional, Non-Instructional:
Instructional): Employed by the Board of Trustees on recommendation of
the President. Supervise and carry out library functions and report to the
Dean of Instruction.

Counselors  (Academic, Technical and Recruitment/Placement):
Employed by the Board of Trustees on recommendation of the President.
May be full- or part-time. Reports to a Dean.

Instructors (Professional, Instructional): Employed by the Board of
Trustees on recommendation of the President. Teaches in area of
specialization on annual contract status. Reports to the Department
Chairperson.

Department Chairpersons (Professional): Part-time assignment made by
the President on recommendation of the Campus Vice President. Reports
to the appropriate Dean of Instruction.

Supervisors of Programs and Assistants (Professional, Non-
Instructional): Employed by the Board of Trustees on recommendation of
the President. Actually supervises major programs and recommends new
programs, changes or deletions to programs, selection and acquisition of
equipment and recruitment and hiring of personnel. Has line authority
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over the program for which he or she has responsibility. Reports to a
Dean (i.e., Housing and Security).

Functional Supervisors & Assistants (Staff): Employed by the President
on recommendation of the Campus Vice President. Supervises functional
area of assignment and recommends procedures, work control and flow,
personnel and equipment to perform work required. Reports to a Dean
(example, Supervisor of Buildings and Grounds).

Managers (Staff): Employed by the President on recommendation of the
Campus Vice President. Manages bookstore, cafeteria, or student center,
etc. May be a full- or part-time position. Note: Managers of food services
function on the three campuses are full-time employees of the food
service company.

Coaches and Assistants (Professional, Instructional): Employed by
Board of Trustees on recommendation of the President. Primarily
responsible for his or her sports program; teaches courses as prescribed
by the Dean of Instruction.

Housemothers (Staff, Perkinston Campus only): Employed by the
President on recommendation of the Campus Vice President. Reports to
the Supervisor of Housing and Discipline.

Superintendents (Staff): Employed by the President on recommendation
of the Campus Vice President. Reports to a Dean.

Records Clerks (Staff): Employed by the President on recommendation
of the Campus Vice President. Reports to the Dean of Student Services.

Campus Organization

The following job titles apply equally where indicated to all three
comprehensive campuses of the Mississippi Gulf Coast Community
College.

Campus Vice President

Dean of Instruction

Assistant Dean of Career/Technical Education

Dean of Business Services

Dean of Student Services

Assistant Dean of the Learning Resources Center/Library
Director

Assistant Dean of Instruction

e Department Chairpersons

e Director of the Library
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Director of Media Services

Director of Financial Aid

Director of Admissions

Director of Workforce Development
Director of the Learning Lab

Supervisor of Buildings and Grounds
Counselors

Managers of Student Center and Bookstore
Records Clerk

Recruitment Officer

Career/Technical Student Support Services Coordinator
Specialist, Community Services

Assistant Librarian

Campus Police/Public Safety

® 6 o & o o o o 0o O o o o o
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Statement No. 204
OPR1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

September 15, 1973
December 6, 1988

TITLE: LINE/STAFF CONCEPT FOR MISSISSIPPI GULF COAST
COMMUNITY COLLEGE (MGCCC)

POLICY. The Line/Staff Concept as it pertains to the Mississippi Gulf
Coast Community College is as follows: On Campus, staff and other
personnel will report to the appropriate Dean, who will report to the
Campus Vice President.

Vice Presidents will report directly to the President.

Central Office Vice Presidents have line authority only in their respective
functional areas of responsibility as delegated by the President. As
such, they have line authority and may direct actions in the name of the
President to Campus Vice Presidents and campus counterparts.
Reports and other actions in the several functional areas where the
Central Office Vice Presidents have prime college responsibility will
normally be routed through the Central Office Vice President prior to
submission to the President.

When differences of opinion, policy, procedures, or concepts arise
between the Vice Presidents, Deans, Directors, or their counterparts,
they will be resolved at the lowest possible echelon. For example, if the
administrator requests information or action that is counter to that called
for by the Vice Presidents, it is the responsibility of the campus
counterpart to so inform the administrator of the difference. If necessary,
the counterpart will make the difference known to the Vice President,
who may talk to the administrator to resolve the difference; if resolution
cannot be reached at that level, the difference will be brought to the
President for resolution.

It is policy that every effort will be made by affected personnel to work
together and minimize higher level resolution of differences.
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Statement No. 205
OPR 1T VICE PRESIDENT, INSTRUCTION AND STUDENT SERVICES

July 1, 1972
December 6, 1988

TITLE: ADVISORY COMMITTEES

.  STATEMENT. Each college campus offering career-technical education
will have a general advisory committee for the purpose of assisting the
Assistant Dean of Career/Technical Instruction in the administering of the
total career and technical programs.

.  PROCEDURES AND RESPONSIBILITIES

Each program or cluster program will have a program advisory committee.
The Campus Vice Presidents are responsible for coordinating the
appointment of advisory committees. Specific procedures are outlined in
the Advisory Committee Handbook regarding function, meetings, duties,
appointments, etc.
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Statement No. 206
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 22, 1977
June 7, 1979
December 6, 1988
May 5, 2008

TITLE: STAFF INVOLVEMENT IN DECISION-MAKING

I.  POLICY. The Board of Trustees approved the following policy on April 27,
1977

"Employees of the college shall be provided the opportunity to
participate in decision-making in an advisory capacity. Employees
shall have input in the establishment of procedures and the making
of decisions which affect them as a whole."

.  PROCEDURES AND RESPONSIBILITIES

Opportunities to participate in college decision-making are afforded to the
various groups shown below. Each group can make recommendations to
the administration at various levels.

A. Advisory Committees and Councils. Meet with Executive Officer
and/or with the President. Matters of concern to the employee are
discussed and recommendations are made. Individual employees
have a voice through their respective employee group.

B. Executive Council. Meets as called for in Statement No. 225.

C. In the budget process, all employees are involved in making
recommendations for establishing the budget and for spending money
once budgeted.

D. In addition to the above, the following committees are established at
the campus level: Administrative Leadership, Admissions, Learning
Resources, Judicial, Campus Vice Presidentods Advi
Scholarships, Student Activities, Student Publications, Instructional
Affairs, and Student Council. Campuses and centers may also create
other committees as needed.

E. The following councils exist at the college level: Executive, Athletic,

Presidentds Advisory, |l nstructional Af f
Resources, Technology, Planning, Finance, and Tri-Campus Student
Council.
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F. All of the above committees and councils provide employees and
students the opportunity to make recommendations that may result in
administrative action.
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Statement No. 207
OPR - PRESIDENT

August 22, 1977
December 6, 1988

TITLE: ADMINISTRATION IN POLICY ABSENCE

POLICY. The Board of Trustees approved the following policy on April 27,
1977

ADMINISTRATION IN POLICY ABSENCE

"When any problem arises concerning the college, for which no
appropriate policy exists, it shall be the responsibility of the President of
the College to examine the problem in terms of:

1. Possible legal implications
2. Prior Board actions on other situations which may be similar enough to
suggest precedent.

A determination will then be made as to whether Board action or an
administrative decision is indicated, and appropriate steps will be taken."

PROCEDURES AND RESPONSIBILITIES

The President will be guided in making such decisions by the above
guoted policy.
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Statement No. 208
OPR -VICE PRESIDENT, INSTRUCTION AND STUDENT SERVICES

March 6, 1986
March 9, 1989
January 9, 2009

TITLE: PLANNING, BUDGETING, AND ASSESSMENT

STATEMENT. The Board of Trustees approved the following policy
on April 21, 1982.

"Faculty members and administrators shall formulate goals and
objectives to be evaluated by the individual and the Administration."

PROCEDURES AND RESPONSIBILITIES

MGCCC planning is an annual process which correlates unit
purpose and effectiveness with budget needs and improvements.
Because of strong ties to budget resources, all educational,
administrative, and service units participate in the planning process.
The Planning Council, College President and Board of Trustees

guide the Collegebds planning process thr

Plan.
The Planning Process is outlined below:

A. Development of the Strategic Plan: The Strategic Plan is
intensively reviewed on a five year cycle. During this
development phase, the Planning Council solicits input from
faculty, staff, students, alumni, business and industry, civic
organizations, and the community at large. This input serves
as basis for devel opi ng entla=d
other strategic planning components. Through
recommendations of the Planning Council, the college
President presents the strategic plan to the

B. Implementation of Plan: Following the approval of the Board
of Trustees, each administrative, educational, and service
unit identifies effectiveness indicators and expected
outcomes which align with college mission and strategic
goals. The duties, responsibilities and timelines for all
planning activities are located in the Planning Process
Manual, available on the college website at the following
URL: _http://www.mgccc.edu/planning/

C. Connection of Plan and Budget: Each unit begins the fiscal
year with an operating budget which is based on the most

Coll egeos
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current information fneeds. Dl uni t 6s ant
the <collegebds first and second budge
units submit budget request documents to the Vice President

of Administration and Finance. For all special or recurring

budget needs, budget requests are only considered if the

unit provides the planning goal(s) directly associated with

each budget request.

D. Assessment of the Strategic Plan. The Planning Council is
charged with reviewing the Strategic Plan in January of each
year. The assessment is primarily focused on review of the
Strategic Initiatives, which serve as goals for the institution,
but the Planning Council al so reviews
Statement, Vision Statement, and Core Values. To assist the
Planning Council in the annual assessment of the strategic
plan, the Office of Institutional Research and Planning
provides an |Institutional Planning Summary of expected
outcome performance for all college strategic initiatives. The
report provides guidance for the Planning Council to
determine strengths and weaknesses in the planning
process and to shape priorities for the upcoming fiscal year.
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Statement No. 209
OPR - PRESIDENT

September 28, 1989
April 10, 2008

TITLE: ACCREDITATION LIAISON OFFICER

I. POLICY. In compliance with the Southern Association of Colleges and
Schools (SACS) Commission on Colleges, each member institution may
elect to name an Accreditation Liaison Officer in addition to the Chief
Executive Officer to coordinate accrediting activities. All official
communications from the Commission on Colleges will go to the Chief
Executive Officer.

. PROCEDURES AND RESPONSIBILITIES

Mississippi Gulf Coast Community College (MGCCC) will fulfill its
responsibilities to the Commission on Colleges regarding the statement on
the Accreditation Liaison Officer.

A. The President will annually appoint the Accreditation Liaison
Officer.

B. The Central Office of MGCCC will be designated as the official
location for information to be disseminated and questions answered
about institutional and specialized accreditation.

C. All accreditation materials, including self study reports;
accreditation committee reports; accreditation manuals, standards,
and policies; schedules of all visits; and correspondence from
accrediting offices, including Commission action letters, will be
maintained in the Central Office.

D. Faculty, staff, and students will be familiarized with the
Commission's accrediting policies and procedures.

E. Accreditation requirements, including compliance with accrediting
Principles, are considered not only during compliance certification,
but incorporated, among other institutional goals and objectives,
into the planning and evaluation process of the Institution.

F. The Commission will be notified in advance of substantive changes
and program developments in accord with the substantive change
policies of the Commission.
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The Accreditation Liaison Officer will provide assistance in completing the
annual profile submitted to the Commission, serve as a contact person for
the Commission staff, help prepare and coordinate reaffirmation and other
accrediting visits, and serve on accreditation committees when invited.
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Statement No. 211
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 25, 1983
December 6, 1988
May 5, 2008

TITLE: PUBLIC RECORDS - THE PUBLIC'S RIGHT TO KNOW

. STATEMENT. Public records shall mean all books, records, papers,
accounts letters, map, photographs, films, cards, tapes, recordings or
reproductions thereof, and any other documentary materials.

Exemptions allowed by state and federal laws are as follows:

A.

Records furnished to public bodies by third parties which contain
trade secrets, or confidential commercial or financial information shall
not be subject to inspection.

Records which are developed among juries concerning judicial
decisions.

Personnel records and application for employment. Employee
personnel records including personnel reports shall not be available
for access for the purpose of reviewing or copying.

Test questions and answers which are to be used in employment
examinations.

Letters of recommendation respecting any application for
employment.

Records which represent and constitute the work product of any
attorney, district attorney or county prosecuting attorney representing
a public body.

Records which would disclose information about a person's individual
tax payment status.

Appraisal information which concerns the sale or purchase of real or
personal property for public purposes prior to public announcement
of the purchase or sale.

Student Records. The Family Right and Privacy Act (20 USC 1232)
forbids disclosure or inspection of a student's educational and
disciplinary records.
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Additionally, the records exempted may not be limited to the above in that
the provisions of SB 2448 shall not be construed to conflict with, amend,
repeal or supersede any constitutional or statutory law or decision of a
court of this state or of the United States which, at the time of the passage
of SB 2448, is effective or thereafter specifically declares a public record
to be withheld from public disclosure under provisions of the act.

.  PROCEDURES AND RESPONSIBILITIES

A. All requests to inspect, copy, mechanically reproduce or obtain a
reproduction of any public record, as heretofore defined in this
statement, shall be made in writing to the President of the Mississippi
Gulf Coast Community College District. The specific record requested,
the name and address of the individual and/or organization requesting
the record, and the nature of the request (i.e., to review on-site,
receive photocopies, or have copies mailed) shall be clearly indicated.

In the event a request is received which fails to clearly state any of the
above required information, then, a denial response (reference no. 2
below) will be made stating the same, and a form will be provided to
the requesting party to be a completed and returned to the College.

B. Denial of a request by the Mississippi Gulf Coast Community College
shall be in writing and shall include a statement of the specific
reasons for the denial. The College shall maintain a file of all denials
which shall be made available to any person for inspection and/or
copying during regular business hours. Denials shall be preserved for
three years from the date such denials are made.

C. Upon receipt of a proper written request, the Mississippi Gulf Coast
Community College shall make the public record available for record
within fourteen working days from the date that the request was
received, or produce and mail a copy of the record to the requesting
party to be postmarked no later than fourteen working days from the
date the request was received.

D. There will be a reasonably calculated fee charged to cover the actual
cost of searching or researching plus a fee per page reproduced on
the copy machine. If there are other costs for hand copying, postage
or other actual expense involved they also shall be included.

1. This charge shall be an estimate of the actual cost, and shall be
payable in advance. In the event of a lower actual cost, a refund
will be made. In the event the actual cost shall exceed the
estimated charge, the balance shall be due prior to examining or
reviewing copies of the public record.
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2. Any delay in receiving this fee may result in an extension of the
fourteen day time limit specified above.

The following forms are available through the Forms Repository:

Request for Access to Records
Denial for Request for Access to Records.
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Statement No. 212.1
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

May 7, 1975
January 16, 1989

TITLE: COLLEGE PERSONNEL SYSTEM

POLICY. A formal Personnel System is established that outlines
personnel responsibilities for various officials in the College, as follows:

CENTRAL OFFICE

Vice President for Administration and Finance - has overall responsibility
for the College-wide Personnel system.

Director of Human Resources - is assigned the responsibility of directing
the College-wide system to include: payroll, benefits, retirement,
employee relations, salary administration, affirmative action, recruitment,
hiring and separation from employment.

CAMPUSES

Vice Presidents - have overall responsibility for their campuses, with
assigned responsibility to Deans for the personnel in their functional
areas.

PROCEDURES AND RESPONSIBILITIES:

A. Campus and Central Office personnel responsibilities are outlined
above.

B. Glossary of Terms for College Personnel System:

1. Full-time Employees: Any employee paid on a faculty,
administrative, staff, or hourly schedule who is expected to work
the following schedule:

a. Administration i Eight hours per day, 40 hours per week,
and paid on the administrative salary schedule.

b. Academic Faculty 7T Seven hours per day, 35 hours per
week and may be paid on the 9- or 12-month faculty salary
schedule at least one semester.

c. Career-Technical Faculty 7 Eight hours per day, 40 hours
per week; on 10- or 12-month faculty schedule.

d. Staff i Eight hours per day, 40 hours per week and paid on
the staff salary schedule.

e. Hourly i Expected to work 40 hours per week and paid on
an hourly basis.

Mississippi Gulf Coast Community College
Policies and Procedures Page 40



2. Adjunct Faculty: Any employee hired on a per-course
compensation basis to teach academic, vocational, technical,
continuing education or other educational classes. Adjunct faculty
are not entitled to fringe benefits other than those prescribed by
law.

3. Consultant: A professional person, group of persons, or firm,
employed for a contracted dollar amount per-hour or per-project
cost to perform a contract, function or task. Consultants are not
entitled to fringe benefits.

4. Part-time Employees: Any employee whose workload is less
than a full-t i me empl oyeeos wor kl oad for
employment. Part-time employees employed half time or more
are entitled to those benefits normally provided to full-time
employees on a pro rata basis, according to their category of
employment, as defined in the Administrative Handbook.
Employees working less than half time will receive only those
benefits prescribed by law.

5. Seniority: The longest period of time of cumulative full-time
employment with the college district.

6. Contract Employees: Any employee paid on a faculty or
administrative salary schedule, or classified as adjunct faculty;
may be full- or part-time.

7. Non-Contract Employees: Any employee not paid on the faculty
or administrative salary schedule or classified as adjunct faculty;
includes those employees on the staff salary guide or on an
hourly basis; may be full-time or part-time.

C. Campus and Central Office personnel files will be maintained on all
permanent full-time, part-time and temporary employees. Campus
files should include:

A copy of the application for employment
Employee Information Form

Job Description

Transcripts

Contracts or Staff Salary Records
Employment Approval Form

[-9 Form

Counseling Forms

N>R~ WNE

D. Central Office personnel files for all personnel will contain the
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following original documents:

Application for Employment

Job Description

Transcripts

[-9 Forms

Counseling Forms

Employee Information Form
Contracts or Staff Salary Records
Employment Approval Forms
Performance Evaluation Forms

CoNoOO~WNE
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Statement No. 212.2
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

September 5, 1978
June 20, 1977
March 1, 1995

May 13, 1999
June 10, 2008

TITLE: RECRUITMENT OF FULL AND PART-TIME EMPLOYEES

POLICY. The Board of Trustees approved the following Policy on April 27,
1977: "Continuous efforts shall be made to direct and maintain a
recruitment program to attract the best qualified personnel to Mississippi
Gulf Coast Community College.”

"The recruitment program shall follow the appropriate government
guidelines regarding qualifications and equal opportunity and shall be
administered in accordance with all governmental regulations."

PROCEDURES AND RESPONSIBILITIES

The following paragraphs outline detailed instructions that must be
followed relative to recruitment and hiring of:

A. Full-time professional and faculty positions (administrative and
management, non-instructional  professional and instructors)
paragraphs IV.-1V.

B. Part-time professional and adjunct faculty positions - see paragraph V.

C. Full-time and part-time, staff positions - see paragraphs VI.-VII.

D. Full-time temporary and interim positions - see paragraph VIII.

APPLICATIONS FOR EMPLOYMENT

A. All applications for full-time professional and faculty positions shall be

sent to the Central Human Resources Office for file and distribution.
Official college applications are available at each campus and center

as well as on the college website.

B. Applications for part-time professional, adjunct faculty, and staff
positions shall be retained at the Central Human Resources Office.

C. All applications shall be retained for at least one year in the Central
Human Resources Office.
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IV. FULL-TIME PROFESSIONAL AND FACULTY POSITIONS

When vacancies occur or are anticipated to occur, Executive Officers shall
ensure that the following steps are taken and documented:

A. Executive Officers shall notify the office of the President of the
vacancy with a completed Job Vacancy Notice and Job Description as
well as a recommended Screening/Selection Committee (see Section
IV.G. for committee makeup). Included in the Job Vacancy Notice will
be the mandatory and desirable qualifications for the position and job
description. The Central Human Resources Office will determine the
date the review of applications will begin.

B. The Central Human Resources Office will conduct recruiting for
campus/center full-time professional and faculty positions.

C. Job Vacancy Notices are announced internally for a period of one
week. During that time, requests for lateral transfers may be received
and considered. Any college employee desiring to laterally transfer
and whose current position is on the same administrative/staff/faculty
level as the desired position, shall make known their request prior to
the publication of an external vacancy announcement for the position.
Requests for lateral transfer shall be forwarded to the supervisor of
the desired position. If approved by the supervisor and the appropriate
campus officials through the chain of command to the campus
Executive Officer, and if approved by the employeed s current
supervisor and campus Executive Officer, the request shall be
forwarded to the President for approval and for Board approval, if
appropriate.

D. If no lateral transfers are recommended for approval, then the Job
Vacancy Notice will be posted externally on the college website for a
period of two weeks. When Job Vacancy Notices are posted
externally they may also be distributed simultaneously to specialized
recruiting sources for minorities and females and to the general labor
market. In addition, the Executive Officer may suggest addressees to
whom the Job Vacancy Notice might be sent (of particular importance
are agencies that might provide minority applicants). A separate
mailing list will be maintained for each recruitment process identifying
the sources to which notices were sent, if any.

E. Following the date for review of applications, a recruitment
memorandum will be sent to the Chairperson for the
Screening/Selection Committee that provides a list of applications
received for the position In addition to the recruitment memorandum,
copies of all applications received will be sent to the Chairperson for
the Screening/Selection Committee at the campus/center initiating the
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hiring action. In the recruitment memorandum, the Central Human
Resources Office shall direct, in writing, the committee chairperson
and all members thereof to personally review the provisions of this
statement in its entirety to ensure that each member is aware of his or
her moral and legal responsibilities as a member of the Screening
Committee. The committee shall utilize the Mississippi Gulf Coast
Community College Screening/Selection Committee Chair Guide.

F. Prior to the date for review of applications, hiring officials may contact
whatever sources they deem appropriate to obtain additional
applications. Such contact may be by telephone, correspondence or
other personal contact. Applications received from these sources shall
be considered in the screening process.

G. In order to expedite the selection process, the Executive Officer, shall
recommend a Screening Committee to do initial screening of all
applications and forward to the President the nominations for approval
with the Job Vacancy Notice. The Screening Committee makeup shall
have representation reflecting minority employees, female employees
and employees from outside the campus or center.

H. The chairperson of the Screening Committee shall ensure that all
applications received are evaluated by the committee in a
nondiscriminatory manner; that the top applicants who meet the
mandatory qualifications for the position are identified, and a
statement shall be made that the committee believes they are the best
qualified to fill the position; that all other applicants considered for the
position are listed in the minutes of the committee meeting; and the
above is transmitted to the Executive Officer with the signatures of the
chairperson and all committee members (if the Screening Committee
will not also serve as the Selection Committee). An evaluation form
may be devised to aid the committee in arriving at their decision, or
individual committee members may merely use note pad sheets or
plain paper. Copies of committee members' individual notes shall be
forwarded to the President as a part of the hiring package and will be
retained in the file for future reference. These notes will help
committee members recreate their reasons for the selections and will
be used when, and if necessary, for that purpose. The utmost good
faith must be exercised, and an impartial reviewer examining the
process should be able to ascertain that such good faith was
exercised by reviewing the notes and proceedings of the committee
and its members.

I. The Executive Officer, with approval of the President, shall nominate
the same or a different Selection Committee to invite the top
candidates to interview with the committee. The chairperson of the
Selection Committee shall ensure that the interviews are conducted in
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a nondiscriminatory manner. Documentation requirements are the
same for the Selection Committee and the reasons for selecting the
candidates recommended for employment shall be thoroughly
documented. The Selection Committee shall forward to the Executive
Officer the names of two or more applicants for consideration. The
names forwarded shall be listed in rank order consistent with
supporting documentation. Again, a form may be developed for the
committee members' use in making this determination. Notes and
comments made by committee members shall be attached to the
minutes of the Selection Committee, as required for the Screening
Committee. Minutes shall be submitted to the originating Executive
Officer, including the names of the recommended candidates. The
statement made in the last sentence of paragraph IV.H. above applies
with equal force to the process set out in this paragraph.

J. The Executive Officer shall communicate a recommendation to the
President for hiring from the published vacancy. Attached to this
communication shall be:

(1) Central Office Recruiting Memorandum

(2) Report of other recruiting efforts, if completed

(3) Report/minutes of the Screening Committee

(4) Report/minutes of the Selection Committee

(5) Report of Reference Checks for recommended applicants,
including past employers

(6) Names of non-selected candidates

(7) Letter from Vice President recommending 2 or more candidates for
employment

(8) Approval of Screening/Selection Committee

(9) Job Vacancy Notice and Job Description

(10) Completed Application for persons recommended

(11) Official Transcripts of applicant's college work or record of other

educational attainment
(12) Signed Statement of Committee Compliance

K. The President may accept one of the recommended candidates or
reject the recommendations. If rejected, the hiring packet detailed
above will be sent back to the appropriate Executive Officer for
required action. If accepted, a recommendation is made to the Board
of Trustees for employment, as required. The application of the
person recommended shall be available for review. The other
applications shall be made available upon request.

L. Upon approval, the Central Human Resources Office will forward to
the applicant a letter of employment. All unsuccessful applicants will
be forwarded letters from the Central Human Resources Office
informing them of the results of the hiring procedure at the earliest
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possible date.

M. The Executive Officer shall return all copies of applications to the
Central Human Resources Office for file.

N. When emergency conditions dictate (emergency defined as a
resignation, death, serious and/or extended illness, etc. of an
employee), and an immediate replacement is determined to be
absolutely mandatory to hold classes or maintain services, or when a
program is approved and there is no time to go through the normal
recruiting process the hiring official shall take the following actions:

1. Document the emergency condition(s) and indicate reason(s) why
normal recruiting actions cannot be taken at the time and send an
immediate report to the President.

2. Upon the approval of the President, the hiring official will
recommend an applicant for a temporary/interim position until such
time that the normal hiring procedures described in paragraphs A. 1
L. above can be completed (see also Section VIIl. Employment of
Full-Time Temporary and Interim Personnel).

3.In an emergency as well as a non-emergency recruiting, every
reasonable effort shall be made to locate minority and female
applicants having required qualifications.

V. PART-TIME PROFESSIONAL AND ADJUNCT FACULTY POSITIONS

Recruitment for part-time professional and adjunct faculty positions shall
follow the intent, in so far as possible, and steps outlined in Section 1V,
above; except that recruiting need not be done outside the county of the
campus/center. Positions having working hours of 20 hours per week or
more will follow the full-time permanent recruiting procedure as outlined in
Section IV. Paragraphs A.-L. Committees and documentation
requirements shall follow the same procedures as outlined in Section 1V,
above. Campus/center hiring officials are urged to recruit continuously for
adjunct instructors in the various disciplines and/or program that might be
offered on their campus/center. A complete application file, including
reference checks, will be maintained for all adjunct faculty members.
Measures should be taken to employ minority and female part-time
professionals and adjunct faculty and to report progress to federal court
and other federal agencies that may demand such information. Names of
part-time professional/adjunct faculty shall be presented to the President
for approval and for recommendation to the Board of Trustees, as
required.
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A. Where the College has contracts with local industry and the local
industry recommends instructors, the college shall encourage the
recommending of females and minorities.

B. Where the College has contracts with local industry and the local
industry selects individuals for employment, the College shall require
that all legal regulations be met concerning employment and shall
encourage the employment of females and minorities.

VI.  FULL-TIME STAFF LEVEL POSITIONS

Recruitment for full-time staff level positions shall follow the intent, and
steps outlined in Section IV above, except that recruiting need not be done
outside the four county areas. The vacant position will be advertised for
two weeks following the internal publication of the Job Vacancy Notice if
no request for internal transfer is accepted. Efforts should be taken to
employ minority and female employees. Documentation on recruiting and
hiring must be complete and be forwarded to the Central Human
Resources Office for future reporting purposes. Names of staff level
persons shall be submitted, with the new hire documents required in
Statement 212.3, to the President for approval prior to the effective date of
employment.

VIl. PART-TIME STAFF AND FULL- OR PART-TIME HOURLY
PERSONNEL

The Vice President or Administrative Dean at the campus/center may
accomplish recruiting for part-time staff and full- or part-time hourly
personnel where the position exists. Documentation must be retained on
campus for future reporting purposes. Names of hourly personnel
recommended shall be submitted, along with the new hire documents
required in Statement 212.3, to the President for approval prior to the
effective date of employment. Efforts should be taken to employ minority
and female employees.

VIll. EMPLOYMENT OF FULL-TIME TEMPORARY AND INTERIM
PERSONNEL

Temporary personnel may be recommended by the appropriate Executive
Officer to the President and the Board of Trustees, where applicable, for
approval without following the recruitment procedure for permanent, full-
time personnel. However, personnel may be employed on a full-time
temporary or interim basis for no more than four (4) and one half (1/2)
months with the recommendation of the appropriate Executive Officer and
the approval of the President. Requests for terms longer than four (4) and
one (1) half months must be submitted by the Executive Officer and
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approved by the President. Efforts should be made to employ minority and
female employees in temporary and interim positions. A full-time
temporary and/or interim employee may not move into a full-time
permanent position without following the College Policy for employment of
Full-Time Permanent Personnel as outlined in the preceding paragraphs.
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Statement No. 212.3
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

June 7, 1979

July 25, 1986
December 6, 1989
June 10, 2008

TITLE: PERSONNEL PROCESSING OF NEW HIRES, CONTRACT RENEWAL

PROCEDURES, AND TERMINATIONS

STATEMENT. Two Board policies pertaining to employees are quoted.
These policies were approved by the Board of Trustees on April 21, 1982:

"EMPLOYMENT FOR CONTRACT EMPLOYEES"

Regular appointments to positions on the contract staff of the Mississippi
Gulf Coast Community College are made by the Board of Trustees upon
recommendation by the President after consultation with the Campus Vice
President. Each employee is considered to be hired temporarily pending
approval by the Board; and employment shall be probationary until the
satisfactory completion of one full contract year.

In employing personnel, the College shall follow the appropriate Federal and
State guidelines regarding qualification and equal opportunity.

"EMPLOYMENT FOR NON-CONTRACT EMPLOYEES"

The Campus Vice President shall recommend non-contract staff to the
President for approval. Upon approval of the President, employment shall
be considered probationary for 12 consecutive months.

In employing persons, the College shall follow the appropriate Federal and
State guidelines regarding qualifications and equal opportunity.

PROCEDURES AND RESPONSIBILITIES
Procedures that follow are designed to carry out these statements.

A. PROCESSING OF NEW HIRES

1. New Hire is defined as any person hired into the Mississippi Gulf
Coast Community College System.

Ther e wiptotessing paakageofor new hires submitted to the
Central Human Resources Office prior to an employee beginning work
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at Mississippi Gulf Coast Community College. This processing
package shall consist of the following:

a. A properly completed Employee Information Form (available from
the Central Human Resources Office or on the Forms Repository)
which must have the proper signatures authorizing approval prior
to the new hireds inclusion on the

b. An Employee Contract or Staff Salary Record signed by the
employee.

c. 1-9 properly completed. Note: On the first day of employment,
employees must provide proof that they are U.S. citizens or
nationals, lawful permanent residents or people otherwise
authorized to be employed in the United States. Within three days
of hire, every new employee must show their employer
documentation that establishes both proof of their identity and
proof of their eligibility to work in the United States.

d. Insurance enrollment forms where applicable.

e. W-4's for State and Federal withholding.

f.  State retirement enrollment information where applicable.

g. Acknowledgement of receipt of Drug-Free Workplace information.

h. Workforce Training or Grant Personal Leave Statement, if
applicable to the position hired.

i.  All full-time salaried personnel that receive college benefits shall
visit the Central Human Resources Office on or before his/her hire
date to complete the required paper work for payroll purposes and
to be briefed on the benefits offered by the College. The
Campuses and Centers should coordinate with the Central
Human Resources Office as to the day and time when such new
hires may be scheduled for an appointment.

J. All hourly personnel shall visit the Campus Business Office on or
before their first day at work to complete the required paper work
for payroll purposes, and to be briefed on the benefits offered by
the College.

k. A "new hire" shall not begin work until such time that all of the
above documents and actions have been properly completed
and/or authorized.
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I.  This documentation and/or authorizations must be in the Central
Human Resources Office no later than the payroll deadline, as
established by the official payroll calendar, in order that the
employee can be paid for that pay period. Otherwise, the
employee will not be paid until the next subsequent pay period
after the properly completed and approved documentation and/or
authorizations are received by the Central Human Resources
Office.

B. SEPARATION FROM EMPLOYMENT

1. When employees separate from employment with the College, for
whatever reason, there shall be a properly completed Employee
Information Form (available from the Central Human Resources Office
or on the Forms Repository) and letter of resignation submitted to the
Central Human Resources Office. After a determination has been
made by the President as to whether the position will be filled or
frozen, the following shall occur respectively:

a. IF THE POSITION IS TO BE FILLED, the position will remain in
AActived status in the Central Human

b. IF THE POSITION IS TO BE FROZEN, the position will be placed
in Al nactiveodo status | @aOffche Centr al Hi

2. Check-out procedures have been developed at each Campus/Center
and all employees are required to complete the check-out procedures
prior to leaving employment with the College. Failure to properly
complete the check-out procedures may result in a delay in submitting
a final check to an employee who has separated employment with the
College.

C. CONTRACTS AND STAFF SALARY RECORDS

1. Contracts will be written annually for all permanent full-time and
permanent part-time personnel paid on the Regular Faculty, Nursing
Faculty, or Administrative Salary Schedules.

Staff Salary Records will be written annually for all salaried and hourly
full-time and permanent part-time staff.

a. Academic instructors will receive 9-month contracts beginning
August 16 and ending May 15. For additional information
concerning faculty contracts and instructional teaching loads,
please refer to Statement 212.25 - Summer Contracts for Faculty
and Statement 303.1 7 Statement of College Faculty Load.
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b. Career and Technical instructors (including Associate Degree
Nursing) will receive a contract noting the following dates:

10-month contracts i August 1 through May 31

11-month contracts i July 1 through May 31 or August 1 through June
30

12-month contracts i July 1 through June 30

For additional information concerning faculty contracts and
instructional teaching loads, please refer to Statement 212.25 -
Summer Contracts for Faculty and Statement 303.1 - Statement of
College Faculty Load.

c. Employees issued a 9-, 10-, or 11-month contract will have their
compensation distributed over 12 months or 24 pay periods.

D. CONTRACTS NOT RENEWED

1. Employees issued a contract who are not recommended for re-
employment must be notified in person or in writing by the
appropriate Vice President or designee after consultation with and
concurrence of the President. The letter will be hand delivered at the
time of notification and/or sent by certified mail, return receipt
requested.

E. EDUCATIONAL UPDATES

1. Contracts for faculty and salary records for selected staff positions
depend on the amount of education possessed. Budgets are planned
based on the amount of education each employee anticipates by the
beginning of the fall term. Since contracts for the budget are
prepared by the Central Human Resources Office in the May-June
period, they will be prepared on the basis of education actually
attained at that time.

2. When higher levels of education are earned and when the employee
shows proof to the appropriate Executive Officer through the
employee's immediate supervisor (official transcript or official
certificate of completion from the institution or organization) of having
attained a higher educational level or Professional Standard Program
(PSP), a revised contract or salary record for the entire year will be
prepared and submitted by the Central Human Resources Office.
The deadline for revised contracts or salary records under provisions
of this paragraph is no later than October 1st of each contract year.
Such credit proved by October 1st will result in 100% payment for the
contract year at the higher salary schedule category. Burden of
proof is on the employee to initiate this action with his or her
supervisor, director or Executive Officer in a timely manner.

Mississippi Gulf Coast Community College
Policies and Procedures Page 53



a. By March, an employee expecting to attain a higher degree or
PSP for pay purposes must submit an Educational Update
Request form or PSP Certification to his/her immediate
supervisor to be approved by the appropriate Executive
Officer(s) and President and to be used for budgeting purposes
for the next fiscal year. Upon approval by the appropriate
Executive Officer(s) and President, one copy is routed to the
Central Human Resources Office and one to the appropriate
Executive Officer.

F. SUMMER CHECK OUT

1. Summer check out for employees returning in the fall will be a
campus responsibility. The check out will include the following
information elements: 1) employee's summer address, 2) clear
financial accounts, 3) inventory completion,4) check with library, and
5) other items as required by the appropriate Executive Officer. Each
person must satisfy his/her Executive Officer's requirements before
their last pay check will be issued.
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Statement No. 212.4
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

June 18, 1986
January 16, 1989
July 9, 2008
TITLE: SEPARATION FROM EMPLOYMENT

l. STATEMENT. The Board of Trustees approved the following on
April 21, 1982:

CONTINUATION AND TERMINATION OF EMPLOYMENT

"After the period of probationary employment, all employees are
eligible for reemployment for the next school year if performance
has been satisfactory; however, salaries and positions that depend
on funds from either state or federal sources for their continuation
may be renegotiated if said funds are reduced or eliminated, and
said positions may be terminated and/or salaries may be
renegotiated at any time as a result thereof.

Any employee so terminated may be given preference in hiring
should he or she choose to apply for a new or different job for
which he or she may be qualified. If not hired, reasons so stating
shall be documented in the recruitment and selection
documentation. If rehired within one year, previously unused sick
leave will be restored.

When personnel of Mississippi Gulf Coast Community College
perform unsatisfactory service, continued employment shall be
subject to investigation.

If there is evidence of malfeasance, incompetence, insubordination,
unauthorized absences, non-performance of duties, contumacious
conduct, or other deviate behavior, due process procedures as
described in Statement No. 242 shall be followed when requested
by any employee under consideration for dismissal. Employees so
terminating will follow standard clearance procedures.

While the investigation is pending, suspension may be deemed
desirable. If dismissal is deemed appropriate, the individual will
receive timely notification. Evidence of adequate counseling with
opportunity for improvement shall be documented.

Personnel who wish to resign from Mississippi Gulf Coast
Community College may do so by submitting a letter of resignation
to the respective Executive Officer or Center Administrative Dean
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or other appropriate supervisor. Employees so terminating will
follow standard clearance procedures for all employees who leave
employment with the College."

Il. PROCEDURES AND RESPONSIBILITIES

A.

Voluntary Terminations

Resignation procedures are as follows:

1.

The Employee must submit a formal letter of resignation
indicating the last day to be worked to the Executive Officer
through the immediate supervisor with a copy sent to the
Central Human Resources Office.

Upon receipt of letter, the Executive Officer will initiate action to
complete the following termination procedures:

a. Complete a termination form and forwarded to Central
Human Resources Office, attaching the original resignation
letter.

The President will submit Faculty and Administrative
resignations to the Board of Trustees for approval.

Termination Due to Lay Off

The Executive Officer will document reason(s) for lay off and
review with President and Director of Human Resources.

Present employee with a letter explaining the lay off.

Assist in placing the employee in another position in the College
for which he or she may be qualified if an opening exists.

Route termination form and documentation to Central Human
Resources Office.

Schedule an exit interview to complete check-out procedures.
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C. Involuntary Terminations

1. Involuntary terminations must be reviewed with the President of
the College and Director of Human Resources prior to
termination. Termination of Faculty must be approved by the
Board of Trustees. Termination of Administrators and Staff must
be approved by the President.

2. Documentation of Terminations must include appropriate steps
included in progressive discipline as described in Statement No.
212.4.1. This documentation must be forwarded to Central
Human Resources Office for retention in files.

3. Upon receipt of approval of the President and/or Board of
Trustees, termination may be completed and will be retroactive
to the date the recommendation for termination was made by
the supervisor. Administrative recommendations concerning
terminations that become the subject of an appeal will not be
stayed pending the processing of the appeal.

4. Central Human Resources Office must be notified one day in
advance to allow time to prepare final check.

5. The Executive Officer will ensure:

a. A termination form is completed.
b. Documentation is attached.
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Statement No. 212.4.1
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

January 16, 1989
July 9, 2008

TITLE: PROGRESSIVE DISCIPLINE

.  STATEMENT. The College has established a progressive discipline
system to serve as a fair and consistent means to enforce College rules
and regulations and to address conduct or performance deficiencies of
employees. The purpose of progressive discipline is to retain employees
through identification and correction of problems. The College asserts (a)
that failure to correct disciplinary problems may lead to suspension or
termination, and (b) that serious infractions may result in a
recommendation for immediate termination.

If a situation warrants corrective action, the disciplinary actions applied
may include verbal counseling, a written reprimand, suspension with or
without pay, and/or termination from employment. Supervisors should
make every effort to follow the progressive discipline steps as outlined in
this Statement beginning at the lowest step in the progressive discipline
process. However, depending upon the relevant circumstances of the
infraction(s), the College may take any disciplinary action, including
immediate termination, at any time for cause. Relevant circumstances
may include the seriousness or severity of the individual employee's
deficiencies in performance and/or conduct, prior performance and/or
conduct, and management's assessment of appropriate factors identified
during an investigation. Examples of actions or behaviors that may result
in a recommendation for immediate termination without the necessity of
prior warnings or attempts at progressive discipline may include, but are
not limited to:

1. Conduct in opposition to the College's nondiscrimination and sexual
harassment policies;

2. Improper use of work privileges for personal gain;

3. Theft of College property, personal property, or theft of service;

4. Falsification of records, time cards, or claiming sickness under false

pretenses;

Absence from work without notification;

Disorderly conduct while on the job;

Deliberate, frequent, and/or recurring violations of stated safety

regulations, even if they are not intentional;

8. Use or possession of, or being under the influence of illegal
substances or alcohol while at work;

9. Possession of a firearm or illegal weapon(s);

10. Threatening physical harm, or actual physical violence to another
member of the College community or visitor; or

No o
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11. Breach of confidentiality, which is defined as releasing to
unauthorized persons, or misuse of confidential information to
which an employee is privy because of his/her job.

I. PROCEDURES AND RESPONSIBILITIES

When persons are being considered for adverse employment action, the
following progressive discipline procedures should be taken and
documented.

A. Verbal Counseling. Verbal counseling should be given for minor, first,
or second offenses. The supervisor should inform the employee what
rule or order was violated and how to correct the action. The employee
should be given the opportunity to explain his/her behavior(s). The
supervisor should obtain an acknowledgment from the employee that
he or she understands the improper conduct or behavior and a
commitment that improvement will be made. The supervisor must
make a written record of all verbal reprimands and retain for possible
future use. This discussion should be documented on a Report of
Employee/Employer Interview form. The employee will be requested to
sign the form following each verbal counseling meeting. If the
employee refuses to sign the written report, the supervisor will write
Athe employee refused to signo with the

B. Written Reprimand. A verbal notice with written reprimand for the
personnel file should be used for more serious offenses or when the
employee has ignored prior verbal warnings and/or has repeatedly
commi tted the same offense. The writte
official notification that an employee 6s per f or mance or beha
meeting expectations. The written reprimand should contain:

1. documentation of the improper conduct or behavior;

2. the seriousness of the offense(s);

3. expectation(s) of the supervisor as to the corrective action(s)
needed to address the improper conduct or behavior; and

4. the possible consequences to be imposed if the employee does
not correct his/her conduct or behavior.

The employee should be told the seriousness of the offense(s) and be
given a copy of the written reprimand. A written acknowledgment
should be obtained from the employee that he/she understands the
seriousness of the offense(s) and a commitment that the improper
conduct or behavior will be corrected. If the employee refuses to sign
the written reprimand, the super vi sor wi | | write i
to signo with the dat e and ti me 0
administrator/supervisor witness the document in the presence of the
employee. This discussion may be documented on a Report on

t he
f t
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Employee/Employer Interview form with the written reprimand
attached. Failure to sign this written reprimand will not alleviate the
employee from following any corrective action(s) contained therein. An
employee may respond in writing to the information contained in the
written reprimand and have that response placed in their personnel file.
The response must be received within five (5) working days of the
receipt of the written reprimand.

C. Suspension With or Without Pay. A suspension with or without pay
may be used prior to a recommendation for dismissal if the person has
been a long term employee with a good work record, but has
committed one serious violation. Also, a suspension may be used if an
employee continues to habitually violate minor rules and it is advisable
to inform the employee of the seriousness of continued violation(s).
The appropriate Executive Officer must concur with the
recommendation by a supervisor for a suspension with or without pay
for an employee. The employee must receive a complete written
explanation of why he or she is being suspended and the
consequences if the violations reoccur. Another administrator may be
present when the supervisor and employee discuss a suspension with
or without pay. The administrator should indicate his/her presence by
signing appropriate documentation. Prio
work from the suspension, the supervisor and employee should have a
formal discussion to obtain a commitment that the employee will
correct the improper habit(s). This discussion should be documented
on a Report of Employee/Employer Interview form.

D. Involuntary Termination. A recommendation for termination may be
necessary when the progressive discipline process outlined above is

notsuc cessf ul in improving an employeeds
empl oyeeds misconduct i's serious or eg
effective upon notification of the employee by his/her immediate

supervisor.

E. Employees involved in adverse employment actions explained in
Paragraphs C. and D. shall be afforded the due process procedures if
requested. A recommendation for suspension with or without pay or
involuntary termination that become the subject of an appeal will not be
stayed pending the processing of the appeal. While the due process
procedures are being followed concerning a recommendation for
termination, suspension with or without pay may be deemed desirable.
Refer to Statement No. 242 for Due Process Procedures for
Employees.

The Report on Employee/Employer Interview form is available through the
Forms Repository.
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Statement No. 212.5
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

December 15, 1971
January 21, 1976
December 6, 1988
August 27, 1998

TITLE: EXEMPTION OF FEES, VA CREDIT, AND POLICY ON TAKING
CLASSES FOR EMPLOYEES

STATEMENT. The Board of Trustees of Mississippi Gulf Coast Community
College has extended the privilege of fee exemption to full-time employees,
their spouse or dependents from application, matriculation and tuition fees.
Full-time inplant instructors are covered under this policy.

This privilege is also extended to the spouse and dependents of deceased
employees, with the provision of one year of free tuition for every year of
employee service to the College.

In cases of the children being married or over 21 years of age, it will be
necessary for the employee to certify in writing to the Vice President for
Administration and Finance and/or the Vice President on the Campus
affected, that he or she is contributing at least fifty percent to the support of
the child.

The Board of Trustees further offers the same privilege to retired employees
who had ten or more years of continuous service with the College at the
time of retirement; or with employees retired with physical disability who
have seven or more years of service at the time of retirement.

This procedure pertains to special interest classes, where there are enough
paying students to make the class. Where such classes do not have enough
paying students, exempt persons must pay if they want to take the class.

When employees take advantage of fee waivers, for personal enrichment,
for state vocational-technical certification, or re-certification or for credits
under Statement No. 214.14 7 Professional Development, they will normally
do so in other than regular working hours. When accomplished during
regular working hours, they will do so only with the express permission of
the appropriate executive officer. When allowed to do so, the employee will
be required to make up work hours lost while they are in class. Instructors
will not be allowed to enroll in any class that is scheduled for the same time
that he or she is also assigned to teach a class.

A. College employee, when taking classes either day or night, should be
expected to attend classes and perform all responsibilities expected of
any other student in order to gain credit.
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B. Work required by class attendance must not interfere with the normal
conduct of the employeeds duties.

Employees who are eligible for VA educational assistance must be
approved by the Veteranddpcaskbasis. ni strati on

No VA reimbursement or compensation will be allowed on cases where

career and technical instructors are gran
work experience in certifying the instructor as being equivalent to a given

educational level (as required by the State Department of Education in

Mississippi.)

The Tuition Waiver Form is available through the Forms Repository.
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Statement No. 212.6
OPR 1 VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 22, 1977
March 6, 1986
January 16, 1989
June 23, 1999
June 10, 2008

TITLE: PROMOTION AND TRANSFERS

I.  POLICY. The Board of Trustees approved two policies on April 21,
1982, which are quoted:

nPROMOTI ON"

Opportunity for promotions shall be made available to employees.
Employees shall be eligible to apply for positions that become vacant
which would result in a promotion. (April 21, 1982)

"TRANSFERSO

Employees shall be permitted to laterally transfer among campuses
and centers provided such transfers can be arranged with the
Administration and the employees. Extenuating circumstances may
require transfers within the College.” (April 21, 1982)

.  PROCEDURES AND RESPONSIBILITIES

A. When vacancies occur within the College, they shall be advertised
within the College and all persons desiring to apply for the vacancy
shall be given the opportunity to apply for the position (See
Statement No. 212.2). Promotions shall be made on the basis of
actual performance or promotion potential. Documentation will be
prepared to show that there was no discrimination with regard to
race, color, religion, national origin, sex, age or qualified disability.

B. Via E-mail and posted notices, all vacant positions will be published
within the College for one week prior to external vacancy
publication. Any college employee desiring to laterally transfer to
another campus or center, whose current position is on the same
salary level as the desired position, shall make known their request
prior to the publication of an external vacancy announcement for
the position.

Requests for a lateral transfer shall be forwarded to the desired
positionbs supervisor. | f approv
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college officials through the chain of command to the Campus/Center
executive officer and approved by the
and Campus/Center executive officer, the request shall be forwarded

to the President for approval and Board approval, if appropriate.

College employees desiring to apply for an open position not on the
empl oyeesd current sal ary ddsied. dHeir wi | | ma
application shall be considered along with all others.
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Statement No. 212.7
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 22, 1977
March 6, 1986
December 6, 1988
April 10, 2008

TITLE: QUALIFICATIONS AND DUTIES/JOB DESCRIPTIONS

POLICY. The Board of Trustees approved the following on April 21, 1982:

QUALIFICATIONS AND DUTIES

"Each position shall have a designated title and job description to include
the qualifications and duties to be performed.” (April 21, 1982)

PROCEDURES AND RESPONSIBILITIES.

A. Supervisors prepare job descriptions for personnel under their

supervision to be included in the employee's personnel file and
submitted to the appropriate Executive Officer for approval. All_job
descriptions must be submitted to the Central Human Resources Office
for approval.

. It is a Southern Association of Colleges and Schools requirement that

each faculty member and administrator have on file in the Central
Human Resources Office an official copy of their college-level transcript
showing the degrees earned, and any other course work completed or
other documentation noting level(s) of educational attainment or
professional work experience. Failure to provide an official transcript
may result in the employee's paycheck being withheld until such
transcript is provided for the files.
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Statement No. 212.8
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 22, 1977
March 6, 1986
December 6, 1988
TITLE: PERSONNEL RECORDS - PRIVACY
I. POLICY. The Board of Trustees approved the following on April 21, 1982:

PERSONNEL RECORDS

AFi 1l es which contain personal and profes
shall be maintained in the Central Human Resources Office and at each

campus. These files shall be maintained in accordance with the Privacy of

|l nf ormati on Act . 0

. PROCEDURES AND RESPONSIBILITIES

It is the direct responsibility of the Campus Vice Presidents and the
Director of Human Resources in the Central Office to determine the
validity of an information request made by an outside source on all
administrators, faculty and staff employees of the College. Additional
procedures are as follows:

A. The name and date of employment and job title may be given without
the receipt of written permission of the employee.

B. An individual 6s pay data wil/ be relea
permission from the employee or a subpoena from a legally
recognized_entity. All responses to subpoenas will be forwarded first
to the College Attorney for review. Upon review by and approval of
the College Attorney, the information may be released.

C. Employees will be given access to their own personal files upon
request.

D. Inactive personnel records shall be maintained in the Central Human
Resources Office for a period of two (2) years from the date of
termination. Campus files should then be sent to the Central Human
Resources Office to be included with data on file there and
electronically stored immediately where appropriate.

E. Originals of all personnel documents will be maintained in the Central
Human Resources Office with copies kept at the campuses.
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Statement No. 212.9
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

September 15, 1973
December 6, 1988

TITLE: TESTING

I. STATEMENT. No formal testing is required to be used in the hiring
process. Simple performance tests may be used, if desired, but they must
be totally job-related, be free of bias and be given identically to each
applicant for the position in question. Results of testing should be included
in recruitment documentation. When formal testing is undertaken, it should
be validated under the procedure called for in Tab E, par. 60-315, Higher
Education Guidelines.
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Statement No. 212.10
OPR1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 10, 1976
August 22, 1977
December 6, 1988
May 25, 1995

TITLE: POLITICAL ACTIVITIES OF EMPLOYEES

POLICY. The Board of Trustees approved the following Policy on April 17,
1977

POLITICAL CANDIDACY AND/OR ACTIVITIES OF EMPLOYEES

"College employees shall have the opportunity to be a candidate for
political office provided they follow established procedures. In addition to
seeking candidacy, the employee shall refrain from any political activity on
college premises or duringregular wor k hour s. 0O

PROCEDURES AND RESPONSIBILITIES

A. When an employee anticipates offering himself or herself as a
candidate for an elected office they shall so indicate their intentions
in writing to the President of the College and their intentions to
comply with the above policy. A determination will be made by legal
counsel as to whether resignation or leave of absence would be
required.

B. Requests for a leave of absence or conditions of employment shall
be presented to the appropriate Executive Officer and approved by
the Executive Council for definite periods of campaigning, office-
holding, or other time-consuming responsibilities connected with
the political activity. If elected, leave of absence may be contracted
for a year-to-year basis, because of the wide variance of the
demands on time and for the term of office. Arrangements shall be
made on an individual basis.

C. The use of Federal funds for partisan political activity of any kind by
any employee in the administration of federally assisted programs
is expressly prohibited.
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Statement No. 212.11
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 22, 1977
June 7, 1979
December 6, 1988
June 28, 2007

TITLE: NON-INSTITUTIONAL EMPLOYMENT
I.  POLICY: The Board of Trustees approved the following on April 27, 1977:

NON-INSTITUTIONAL EMPLOYMENT

"Non-institutional employment must not interfere with the satisfactory
service in the position for which the person is employed by the College
and/or violate the determined workload or its equivalent as required by
the accreditation standards. College professional personnel shall be
expected to guard against the assumption of outside responsibilities
which might cause encroachments upon either the quality or quantity of
the worktheyar e empl oyed to perform for the Col

II. PROCEDURES AND RESPONSIBILITIES

A.  Executive Officers should be aware in writing of any non-institutional
employment of employees prior to employment.

B. If, at any time, non-institutional employment appears to be interfering
with an employee's duties or responsibilities, the Executive Officers will
notify the President.

C. Upon review by the President, the employee will be counseled by the
Executive Officer to determine mutually agreeable terms which will be
placed in writing, signed by both parties and forwarded to the Director
of Human Resources.
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Statement No. 212.12
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

January 21, 1976
January 16, 1989

TITLE: EMPLOYEE INFORMATION FORM

l. POLICY. All reporting for college personnel is taken from the
Employee Information Form. It is most important that each area of
The form be completed properly by the appropriate college

employee.

Il. PROCEDURES AND RESPONSIBILITIES
The following should be noted in completing each form:

A. Employee Information Form (available from the Central Human
Resources Office) must be completed by College representative
and made a part of the new hire packet.

B. Under Personal Data, the college representative completing the
Employee Information Form should check the proper "race"
area. If there is a doubt regarding race, the representative
should ask the employee. (This is a requirement of the new
Federal EEO-6 reporting procedure.)

Job Data - The definition of full-time, permanent part-time and
temporary part-time is as follows:

1. Full-time: any employee working in a faculty, administration,
staff or hourly position. Any personnel replacement to one of
these positions during the course of a year would also be
considered full-time. Full-time is considered one-half time or
more.

2. Permanent Part-time: a person who holds a budgeted
part-time position for a year and is under faculty,
administration, staff or hourly contract. Replacements for
these positions to be handled the same as original
employee. Part-time is considered to be less than one-half
time.

3. Temporary Part-Time: Part-time employees hired for part of
a fiscal year on an as needed basis.

4. Temporary Full-Time: Full-time employees hired for part of a
fiscal year on an as need basis.
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The Employee Information Form must be signed by employee
and college personnel completing form.
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Statement No. 212.13
OPR 1T VICE PRESIDENT, ADMINISTRATION AND FINANCE

August 23, 1979
March 6, 1986
July 19, 1989
April 9, 1992
August 26, 1993
October 3, 1994
July 16, 1998
August 1, 2000
March 8, 2001
August 25, 2005
June 10, 2008

TITLE: EMPLOYEE LEAVE

POLICY: The Board of Trustees approved the following college operating
policy on July 19, 1989, effective July 1, 1989.

In compliance with Section 25-3-91 et., the Board adopts the following
policy on employee leave and recognizes that local policy may limit but not
enlarge upon those benefits afforded under the State Statutes.

Full-time, eleven- and twelve-month employees may earn personal leave
not to exceed 19.5 days each fiscal year and may earn medical leave not
to exceed 12.0 days each fiscal year.

Faculty on nine- and ten-month contracts may accrue medical and/or
personal leave not to exceed 15 days each fiscal year.

All unused personal leave in excess of thirty days and all unused medical
leave shall be counted as creditable service for the purposes of the State
Retirement System (as approved by the State Public Employee Retirement
System).

The accumulation of vacation and sick leave earned prior to July 1, 1989
will be carried forward.

PROCEDURES AND RESPONSIBILITIES
To conform to state statute terminology, the following terms will apply:

Sick | eave wil/l be entitled Am
Vacation/ Annual |l eave wil/|l b e
Leave shall be credited on the last day of each month.

Persons on leave for more than one-month do not accumulate
leave.

edi
ent
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EFFECTIVE JULY 1, 1989, EMPLOYEES SHALL ACCRUE LEAVE CREDITS AS FOLLOWS:

Table 1

ADMINISTRATION & STAFF
Twelve (12) Month Employees

Continuous Service Personal Leave | Personal Medical Medical Maximum Maximum
Monthly Leave Leave Leave Leave Accumulation
Accrual Rate Annual Monthly Annual Earned
Accrual Accrual Accrual Per Year
Maximum Rate Maximum
1 mo. To 3 years 6.67 hrs. 10 days 8 hours 12 days 22 days Unlimited
37 mo. To 8 years 9 hours 13.5 days 7 hours 10.5 days 24 days Unlimited
97 mo. To 15 years 12 hours 18 days 6 hours 9 days 27 days Unlimited
Over 15 years 13 hours 19.5days | 5 hours 7.5 days 27 days Unlimited
TABLE 2
FACULTY (9 and 10 Month)
Continuous Service Personal Personal Medical Medical Maximum | Maximum
Leave Leave Leave Leave Leave Accumulation
Monthly Annual Monthly Annual Earned
Accrual Accrual Accrual Accrual Per Year
Rate Rate Rate Rate
1 mo. To 3 years 7.11 hours 8 days 1.78 hours 2 days 10 days Unlimited
37 mo. To 8 years 7.11 hours 8 days 3.56 hours 4 days 12 days Unlimited
97 mo. To 15 years 7.11 hours 8 days 6.22 hours 7 days 15 days Unlimited
Over 15 years 7.11 hours 8 days 6.22 hours 7 days 15 days Unlimited
TABLE 3
HOURLY EMPLOYEES
Continuous Service Personal Personal Medical Medical Maximum | Maximum
Leave Leave Leave Leave Leave Accumulation
Monthly Annual Monthly Annual Earned
Accrual Accrual Accrual Accrual Per Year
Rate Rate Rate Rate
1 mo. To 3 years 6.67 hours 10 days 4 hours 6 days 16 days Unlimited
37 mo. To 8 years 6.67 hours 10 days 5.33 hours 8 days 18 days Unlimited
97 mo. To 15 years 9 hours 12 days 6 hours 9 days 21 days Unlimited
Over 15 years 9 hours 13.5 days 5 hours 7.5 days 21 days Unlimited
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Individuals working less than 12 months will earn a pro rata share from the
appropriate Leave Table.

Eleven (11) month contract employees will earn personal and medical
leave on a pro rata basis on the 12-month schedule.

Permanent part-time employees employed 20 hours or more per week
shall be allowed credit for personal and medical leave computed on a pro

rata basis.

The following definitions apply to the leave statement:

A. Definitions

1.

2.

Full-time: Employees employed 35-40 hours per week.

Part-time I: Any employee employed 20 hours or more but
less than 35 hours per workweek.

Part-time Il: Any employee employed less than 20 hours per
workweek and not eligible for leave benefits.

Hourly: Employees paid on hourly basis.

Temporary: Employees hired in a temporary, time limited or
grant-funded position and may be full-time or part-time.
Temporary employees are not eligible for leave benefits or
employee benefits other than those mandated by Ilaw.
Employees paid under a grant will be paid not to exceed 30
days (240 hours) of personal leave upon termination if this
pay is provided for in the grant. For additional information on
personal leave pay for employees in temporary positions,
please refer to Section 11.C.8.

Accumulation toward retirement: Credit in excess of 30
days personal leave and all accumulated medical leave.

Retirees returning to full-time, permanent employment are
considered to be new employees.

B. Medical Leave

Medical leave is earned by full-time and part-time | Personnel.
Twelve-month employees earn Medical Leave on a monthly basis
at a rate shown in Table 1. Faculty on 9-10 month contracts earns
medical leave at a rate shown in Table 2. Hourly employees earn
medical leave at a rate shown in Table 3.

Mississippi Gulf Coast Community College
Policies and Procedures Page 74



1. Medical leave may not be granted in an amount greater than
has been earned and accumulated by the employee.

2. Medical leave may be used for the illness or injury of an
eligible employee. Adjusted summer schedules do not effect
leave accumulation and usage.

Pregnancy will be considered a chronic illness for the term of
the pregnancy.

3. An employee may use up to three days of earned medical
leave in any calendar year because of a death in the
immediate family. Immediate family includes spouse, parent,
stepparent, sibling, child, stepchild, grandchild, grandparent,
son/daughter-in-law, mother/father-in-law, brother/sister-in-
law.

On a limited basis, when all personal leave has been
exhausted, medical leave may be used for the purpose of
caring for a child, parent or spouse with a continuing major
illness or injury. Medical certification of the illness may be
required and must be approved by the Vice President and
the President.

4. New employees must be actually working for one (1) month
to accumulate medical leave. Accumulation accrues at the
end of the first and subsequent months of employment.

5. For each absence due to illness in excess of five (5)
consecutive working days, leave shall be authorized only
when certified by a medical doctor. The employee is
responsible for submitting a medical certification to the
immediate supervisor. The immediate supervisor is
responsi bl e for ensuring t hat a P
submitted with the time record at a time appropriate for
record keeping purposes. The employee must report the
status of illness on a weekly basis to the immediate
supervisor. The College reserves the right to request
additional certification by a doctor of its choice. The cost of
this examination for additional certification would be at the
Coll egebs expense. Failure to provi
in suspension without pay. Unauthorized leave may result in
termination after due process review.

6. When an employee can no longer perform in his/her current
position for medical reasons, the employee may remain in a
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pay status and use earned medical leave and personal leave
per C.6. Upon use of all accumulated leave, the employee
may request to be granted up to twelve (12) unpaid work
weeks, minus any paid leave accrued, of leave during any
twelve (12) month period because of a serious health
condition that makes the employee unable to perform the
essential function of the job, or to care for a spouse, son
daughter or parent of an employee who has a serious health
condition.

An employee must have worked full-time, or more than
twenty-five (25) hours per week, for at least twelve (12)
months.

Employees requesting medical leave for a serious health
condition must provide a written and prompt medical
certification to include the following:

A. The date health condition was detected.
B. The probable duration of the condition, and
C. Certification from a doctor.

Medical certification will also be required if an employee
takes leave to care for a family member as defined in item 3,
and an estimate of time needed.

To take medical leave because the employee is unable to
perform his/her job, a medical statement is required and will
follow items a through c.

Where two spouses work for the Institution, they will be
allowed a total of twelve (12) weeks between them to care
for a family member as defined in item 3.

Employees, who take advantage of this benefit, shall be
required to substitute accrued paid leave for any part of the
twelve (12) week period of family leave.

7. Upon receipt of certification of a disability, the Vice President
may seek a temporary replacement with approval from the
President for faculty positions. Should the employee be
declared medically able to return to work prior to the
expiration of the accumulated leave, the employee will be
employed in the same position in the system. Upon
expiration of leave and approval of the President, the
employee may be replaced, if required by business
necessity.

Mississippi Gulf Coast Community College
Policies and Procedures Page 76



8. When the employee is medically able to return to work after
the expiration of accumulated leave, the College will make
every effort to place the employee in the same or an equal
position for which he/she may qualify.

9. When an employeeds earned | eave ha
responsibility of the supervisor to notify the Dean of
Business Services. Central Office Supervisors will notify the
Human Resources Office.

10. Employees who require medical leave for a period longer
that their accrued medical leave or twelve (12) weeks,
whichever is longer, and are on a properly approved leave of
absence due to illness or disability, may continue
participation in the college health insurance program.
Employees not on unpaid family medical leave as described
by the Family Medial Leave Act will be responsible for the
premiums and must pay at least one month in advance with
subsequent premiums due in the finance office by the fifth of
each month.

Employees who are on unpaid medical family leave of twelve
(12) weeks or less will continue having their health insurance
paid at the same rate by the College. If they do not return to
work for reasons other than medical, the College shall seek
reimbursement from the employee.

11. Maternity leave is treated as medical leave. Unpaid
maternity leave of up to twelve (12) weeks may be granted,
less accrued earned leave, to any eligible employee for the
birth of a son or daughter and the decision to provide care
for that infant, or because of the placement of a son or
daughter with the employee for adoption or foster care. To
be eligible, an employee must have worked full-time, or more
than twenty-five (25) hours per week, for at least twelve (12)
months. Employees who are on unpaid medical/family leave
of twelve (12) weeks or less will continue having their health
insurance paid at the same rate by the College. If they do
not return to work for reasons other than medical, the
College shall seek reimbursement from the employee.

12. When a former employee (except Retirees - See #7 under
definitions) returns to duty within one year or less,
accumulated medical leave earned prior to leaving will be
reinstated and length of service will resume.
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13. Monthly leave records will be reported and certified
periodically and maintained in the Central Human
Resourceds office in a manner pr e
administrative procedure.

14.  When an employee returns from an extended illness, a
certification from a physician stating that the employee is
medically able to return to work may be required.

15. To ensure that the leave policy works, faculty, staff and
administrators will continue to practice substitution for
employees.

C. Personal Leave

1. Personal leave may not be granted in an amount greater
than earned and accumulated by the employee.

2. Personal leave is authorized for employees as indicated in
Tables 1, 2 & 3 upon the approval of supervisors unless
used for medical leave.

3. Part-time | employees will accrue personal leave on a pro-
rata basis.

4, Monthly leave records will be reported and certified
periodically and maintained in the Central Human
Resourcebds office in a manner pr e

administrative procedure.

5. Employees may not take in excess of ten consecutive
working days for personal leave. The appropriate Vice
President and President must approve exceptions.

6. Total personal leave, which may be taken in any fiscal year,
is limited to 20 days. The appropriate Vice President and
President must approve any exceptions.

7. Any employee who has used all accrued medical leave may,
upon approval of the President, use accumulated personal
leave for medical leave purposes.

8. Upon termination of employment, each employee shall be
paid for not more than thirty days (240 hours) of
accumulated personal leave for hours earned while paid by
college operational funds. Personal leave hours earned
while an employee is being paid by a grant will not be
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eligible for monetary compensation unless the grant
specifically allows for it and will reimburse the college for the
payout of those hours. If not, unused personal leave must be
exhausted prior to the termination date of the grant.
Employees under grants will not be paid for personal leave
not taken and not provided for in the grant.

D. Holidays

1. Eight federal holidays are recognized for full-time salaried and
hourly permanent employees.

New Year 06s Day Independence Day
MartinLut her Ki ngo $ab&iDayt hday
Good Friday Thanksgiving Day
Memorial Day Christmas Day

2. Part-time | employees are entitled to equivalent hours (pro rata
share) of pay per holiday. Full-time employees are entitled to
their normal daily pay per holiday.

3. When a holiday falls on a day other than a scheduled workday,
the holiday will be observed on the same day as scheduled for
the federal holiday.

4. Employees scheduled to work a holiday will receive
compensatory time.

E. Administrative Leave

1. Administrative leave is approved leave with pay in addition to
and other than personal leave or medical leave.

2. Jury Duty. The Administration may grant administrative leave
with pay to an employee serving as a witness or juror or party
litigant, as verified by the Clerk of the Court.

3. Extreme Weather Condition or Disaster. The Administration
may grant leave with pay in the event of extreme weather
conditions or in the event of a man made, technological, or
natural disaster or emergency.

4. Military Leave. A leave of absence with pay, not to exceed
fifteen days per fiscal year (July 1-June 30) may be granted to a
regular employee who is a member of a reserve component of
the armed forces. Employees who are called to active military
duty on a short notice as the result of a national emergency may
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be granted a military leave of absence as outlined in Statement
No. 212.30.

5. Educational Leave. Educational leave of absence for
professional employees is authorized to any employee without
pay when such | eave is designed
capabilities and value to the College when the President
recommends and when the Board approves the leave. The
President must approve educational leave for non-professional
employees.

6. Organ Donor Leave. Organ donation leave provides for
extended leave-time off with pay for permanent full-time or part-
time employees who have been employed by the College for a
period of six (6) months or more who donate a living organ or
bone marrow.

a. On written request from the employee, which includes
medical documentation of the proposed organ or bone
marrow donation, an employee may be entitled to leave with

pay.
b. An employee may use:

1. up to thirty (30) days in any twelve-month period to
serve as a bone marrow donor.

2. up to thirty (30) days in any twelve-month period to
serve as an organ donor.

The President may grant leave when considered to be in the
best interest of the institution as per Board Policy.

F. Compulsory Leave

If, in the opinion of the College, an employee is incapacitated for
work due to illness or injury, such an employee may be required to
submit to a medical examination by a physician named by the
President. If the medical examination indicates the employee is
unable to fulfill job duties effectively, the College may require the
employee to take such leave without pay as is sufficient by medical
determination to restore him/her to normal health. This leave
without pay will begin after accumulated personal and medical
leave has been exhausted.
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G. Retireesd Leave

Retirees employed on a special temporary full-time basis will earn
three days of personal leave and seven days of medical leave per
year. Personal and medical leave will be earned one day per
month until the maximum allowed has been earned. The employee
will earn one day of personal leave and one day of medical leave
per month the first three months and one day of medial leave per
month for the next four months.

H. Leave Transfer between Employees

Employees may donate a portion of his or her earned personal or
medical leave (not to exceed (5) days total) to another employee
who is suffering from a catastrophic injury or illness, or to another
employee who has a member of his or her immediate family who is
suffering from a catastrophic injury or iliness, in accordance with
the following:

1. The empl oyee donating the | eave (the
designate the employee who is to receive the leave (the
Arecipient employeedo) and the amount
and medical leave that is to be donated, up to a total of (5) days
and forward a completed leave donation form to the Central
Human Resources Office for certification of leave time and
approval. Upon approval, the Central Human Resources Office
will process the leave transfer.

2. The maximum amount of earned personal and medical leave
that an employee may donate to any other employee may not
exceed (5) days total. The donor employee may not donate
more than a number of days that would leave the donor
employee with fewer than (7) days of personal leave, and the
maximum amount of earned medical leave that an employee
may donate to any other employee may not exceed fifty percent
(50%) of the earned medical leave of the donor employee.

3. An employee must have exhausted all of his or her earned
personal leave and medical leave before he or she will be
eligible to receive any leave donated by another employee.

4. Before an employee may receive donated leave, he or she must
provide the Central Human Resources
statement that states the beginning date of the catastrophic
injury or iliness, a description of the injury or illness, and a
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prognosis for recovery and the anticipated date that the
recipient employee will be able to return to work. Requests to
receive donated leave for a catastrophic illness must be
forwarded first to the appropriate executive officer, who will in
turn forward the request to the Central Human Resources Office
for approval.

5. If the total amount of leave that is donated to any employee is
not used by the recipient employee, the donated leave shall be
returned to the donor employees on a pro rata basis, based on
the ratio of the number of days of leave donated by each donor
employee to the total number of days of leave donated by all
donor employees. If the donor employee is no longer with the
college, the leave will be deleted.

I. Leave Transfer among Institutions and State Agencies

1. Personal and Medical leave may be transferred between or
among any and all state agencies, junior colleges and senior
colleges, upon certification of leave from the institution from
which the new employee is transferring and acceptance of the
leave in accordance with college leave policy. Employees not
eligible to earn leave at the college will not be allowed to
transfer leave into the college from another college or state
agency.
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