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1.4 Governance

Last Revised: December 2024

Policy: PCC shall comply with mandatory policies, regulations, and standards established by the
North Carolina State Board of Community Colleges and the North Carolina Community College
System.

Purpose/Definitions:
Purpose
The purpose of this policy is to outline provisions for governance by the state.

Definitions

North Carolina Community College System—established in 1963 by the General Assembly, this
organization of 58 public community colleges exists to provide a system of education
throughout the State offering instruction in general areas of associate degrees, diplomas, and
certificates as well as basic, and continuing education programs.

North Carolina State Board of Community Colleges—the State Board is responsible for the
equitable distribution of funds and fiscal accountability, establishing state priorities and
approving educational programs.

Procedure:

Section 1: North Carolina Community College System

1.1. The State of North Carolina has assigned the 58 public community colleges to the
State Board of Community Colleges with full authority to adopt all policies,
regulations, and standards deemed necessary for the operation of the North Carolina
Community College System.

1.2. By assignment of the NC State Board of Community Colleges, Piedmont Community
College’s primary service areas are Person and Caswell counties.

Section 2: Adherence to NC Community College State Board and System
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2.1. The North Carolina Community College System, under the direction of its President,
implements and administers the policies, regulations, and standards adopted by the
State Board of Community Colleges.

2.1.1. Under the direction of the PCC President, those policies, regulations, and standards
are implemented within the institution.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President has monitoring authority for this policy.

Legal Citation: N.C.G.S. 115D-1

History: Effective January 1988; revised January 2011, August 2021, December 2024
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1.3 Accreditation and Professional Affiliations

Last Revised: December 2024

Policy: Piedmont Community College (PCC) seeks professional accreditations and affiliations
that complement the mission of the College.

Purpose/Definitions:
Purpose

The purpose of this policy is to provide information regarding the various accrediting and
approval bodies associated with the College and its programs.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President (with advisement by the College’s
Accreditation Liaison) has monitoring authority for this policy.

Procedure:
Section 1: Institutional Accreditation

1.1. PCCis a unit of the North Carolina Community College System and offers programs
approved by the State Board of Community Colleges. The State Board of Community
Colleges Code (1B SBCCC 400.1) requires all North Carolina community colleges to
obtain and maintain regional accreditation by the Southern Association of Colleges
and Schools Commission on Colleges (SACSCOC).

1.1.1. Piedmont Community College is accredited by the Southern Association of
Colleges and Schools Commission on Colleges (SACSCOC) to award associate
degrees. Piedmont Community College also may offer credentials such as
certificates and diplomas at approved degree levels. Questions about the
accreditation of Piedmont Community College may be directed in writing to the
Southern Association of Colleges and Schools Commission on Colleges at 1866
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Southern Lane, Decatur, Georgia 30033-4097, by calling 404-679-4500, or by
using information available on SACSCOC’s website (www.sacscoc.org).

1.1.2. Programs and services provided through multi-campus centers shall comply with

The Principle of Accreditation: Foundation for Quality Enhancement of SACSCOC.

Section 2: Professional Affiliations

2.1.

PCC holds full institutional memberships with a variety of professional organizations
such as the North Carolina Association of Community College Trustees (NCACCT), the
Association of Community College Trustees (ACCT), the North Carolina Association of
Community College Presidents (NCACCP), the Southern Association of Colleges with
Associate Degrees (SACAD), the American Association of Collegiate Registrars and
Admissions Officers (AACRAQ), and other relevant organizations.

Section 3: Governmental Agency Approvals

3.1.

Courses of study offered at PCC have been approved for students eligible for
assistance through the Veterans Administration, the North Carolina Department of
Social Services, the North Carolina Employment Security Commission, the Employment
and Training Administration of the U.S. Department of Labor, and the U.S. Department
of Education.

Section 4: Program Accreditation Process

4.1.

Deans of programs considering accreditation must collaborate with the Vice President,
Instruction/CAO and the Director, Research & Institutional Effectiveness/Accreditation
Liaison (in writing) regarding their request.

4.2. After review of the accreditation requirements and its correlation to the College’s
mission, budget requirements, etc. and approval from the President, the dean of the
program area may proceed with the process for seeking accreditation for the
program.

Section 5: Program Accrediting and Approving Bodies

5.1. The Medical Assisting Program is accredited by the Commission on Accreditation of
Allied Health Education Programs (www.caahep.org) upon the recommendation of the
Medical Assisting Education Review Board (MAERB).

5.2. The Paramedic Program is accredited by the Commission on Accreditation of Allied

Health Education Programs (CAAHEP) upon the recommendation of the Committee on
Accreditation of Education Programs for the EMS Professions (CoOAEMSP).
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5.3. The Associate Degree Nursing Program is approved by North Carolina Board of
Nursing.

5.4. The Practical Nursing Program is approved by North Carolina Board of Nursing.

5.5. The Cosmetology Program is approved by the North Carolina Board of Cosmetic Art
Examiners.

5.6. The Nurse Aide | program is approved by the North Carolina Department of Health and
Human Services Division of Health Services Regulation.

5.7. The Nurse Aide Il program is approved by North Carolina Board of Nursing.

5.8. The Federal Firearms License is approved and issued by the U.S. Department of
Alcohol, Tobacco, and Firearms.

Legal Citation: 1B SBCCC 400.1 (p.24)

History: Effective January 1988; revised October 2001, January 2011, August 2021, December
2024
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1.4 Governance

Last Revised: December 2024

Policy: PCC shall comply with mandatory policies, regulations, and standards established by the
North Carolina State Board of Community Colleges and the North Carolina Community College
System.

Purpose/Definitions:
Purpose
The purpose of this policy is to outline provisions for governance by the state.

Definitions

North Carolina Community College System—established in 1963 by the General Assembly, this
organization of 58 public community colleges exists to provide a system of education
throughout the State offering instruction in general areas of associate degrees, diplomas, and
certificates as well as basic, and continuing education programs.

North Carolina State Board of Community Colleges—the State Board is responsible for the
equitable distribution of funds and fiscal accountability, establishing state priorities and
approving educational programs.

Procedure:

Section 1: North Carolina Community College System

1.1. The State of North Carolina has assigned the 58 public community colleges to the
State Board of Community Colleges with full authority to adopt all policies,
regulations, and standards deemed necessary for the operation of the North Carolina
Community College System.

1.2. By assignment of the NC State Board of Community Colleges, Piedmont Community
College’s primary service areas are Person and Caswell counties.

Section 2: Adherence to NC Community College State Board and System
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2.1. The North Carolina Community College System, under the direction of its President,
implements and administers the policies, regulations, and standards adopted by the
State Board of Community Colleges.

2.1.1. Under the direction of the PCC President, those policies, regulations, and standards
are implemented within the institution.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President has monitoring authority for this policy.

Legal Citation: N.C.G.S. 115D-1

History: Effective January 1988; revised January 2011, August 2021, December 2024
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1.6 Board of Trustees and Bylaws

Last Revised: August 2024

Policy: Piedmont Community College’s (PCC) Board of Trustees (BOT) functions pursuant to the
Statutes of North Carolina, of the United States, and administrative policies and regulations
adopted by the State Board of Community Colleges (SBCC) and the North Carolina Community
College System.

Purpose/Definitions:
Purpose

This purpose of this policy is to provide an overview of the composition and function of the PCC
BOT within the Bylaws of the PCC BOT which further clarify the roles and responsibilities
delegated to the BOT by the NC General Statutes (N.C.G.S.) and the NC SBCC.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President has monitoring authority for this policy.

Procedure:

Section 1: Bylaws of the Board of Trustees of Piedmont Community College

1. The “Bylaws of the Board of Trustees of Piedmont Community College” are presented as
Exhibit 1.6 in this policy.

Legal Citation: N.C.G.S. 14-234; N.C.G.S. Chapter 40A; N.C.G.S. 66-58; N.C.G.S. 115D; N.C.G.S.
115D-12; N.C.G.S 115D-13; N.C.G.S. 115D-17; N.C.G.S. 115D-19; N.C.G.S. 115D-20; N.C.G.S.
115D-26; N.C.G.S. 115D-58.15; N.C.G.S. 138-5; Part 2 of Article 3B of N.C.G.S. Chapter 143;
Article 8C of N.C.G.S. Chapter 143: Part 3 of Article 36 of N.C.G.S. Chapter 143; N.C.G.S. 143-
318.11; N.C.G.S. 143B-344.42; N.C.G.S. 143B-344.43; N.C.G.S. 143B-344.44
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History: Effective January 1988; Revised October 2001, October 2010, January 2012; February
2022; November 2023; June 2024—Cross-references PCC Policy 4.4 Use of College Facilities and
Policy 4.12 Use of Piedmont Community College Facilities by Private Business Enterprises that
Loan or Donate Equipment to the College; replaces PCC Policy 1.6 Bylaws of the Board of
Trustees of Piedmont Community College; November 2023.
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Exhibit 1.6

Bylaws of the Board of Trustees of Piedmont Community College
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Article | — Authorization, Jurisdiction, and Responsibility
Section 1: Authorization

1.1. Person County Technical Institute was originally established by the authority of the
North Carolina General Assembly (General Assembly). It was acknowledged by the
State Board of Education on July 1, 1970, as a public institution of the North Carolina
Community College System (NCCCS).

1.2. The official corporate title and name of the institution is “Piedmont Community
College.” The official name of the governing body and authority of the institution is
“The Board of Trustees of Piedmont Community College.”

1.2.1. Hereinafter, the institution may be referred to as “the College,” and the
institution’s governing body and authority as “the Board.”

1.3. The Board is a corporate body, as defined in North Carolina General Statue G.S.
115D-14, with such powers, jurisdiction, and responsibilities as are assigned to it by
the General Assembly and State Board of Community Colleges Code (SBCC Code).

1.3.1. The Board shall hold title to all real and personal property donated to the
College by private persons or purchased with funds provided by the tax-
levying authority, also known as the Board of County Commissioners (County
Commissioners).

1.3.2. Title to equipment purchased and furnished by the State shall remain in the
name of the State Board of Community Colleges (State Board).

1.3.3. Inthe event the College shall cease to operate, title to all real and personal
property donated to the institution or purchased with funds provided by the
County Commissioners, except as provided for in G.S. 115D-14, shall vest in
either Person or Caswell County, unless in the case of donated property, the
terms of the deed of a gift provides otherwise; or, unless in the case of Person
and Caswell counties, as directed by a written agreement.

Section 2: Jurisdiction

2.1. Thejurisdiction of the Board extends throughout the College’s service delivery area.
The College’s service delivery area includes the geographic area and all persons
residing within both Person and Caswell counties.

2.2. Furthermore, the Board and College may, from time-to-time, extend educational
programs and services beyond the service delivery area through formal
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Section 3:
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arrangements and agreements with other educational institutions, consistent with
fulfilment of the College’s mission, vision and values.

Responsibility

It is the responsibility of the Board to govern the College within a framework
established by and consistent with General Statutes, SBCC Code, accrediting agency,
these Bylaws, and such policies as have been and may be adopted and/or amended
by the Board. The Board shall strive to meet their fiduciary responsibilities to the
College by exercising the duties of care, loyalty and obedience to the institution. As
such, the Board may request such studies, reports, and papers, and take such
actions as may be required, for them to fulfill these responsibilities.

The Board shall fulfill its governance responsibilities by practicing and exercising the
principle of shared governance with the President. Furthermore, it is the
responsibility of the Board to ensure that the College’s mission is pursued, the
institution is fiscally sound, and that there is a clear distinction between the policy-
making function of the Board and the responsibility of the President, Administration
and Faculty to implement and administer said policy.
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Article Il - Membership, Composition, and Service Requirements

Section 1: Membership and Composition

1.1. The membership and composition of the Board of Trustees is determined by G.S.

115D-12. The membership of the Board shall consist of fourteen appointed
members; and one additional non-voting member, which shall be at the discretion of

the Board of Trustees. The appointed and elected membership and composition of

the Board includes:

1.1.1. Eight members appointed by the General Assembly under G.S. 120-121, which

includes:

1.1.1.1.

1.1.1.2.

1.1.1.3.

1.1.1.4.

Four members appointed by the House of Representatives, including
one member appointed upon recommendation of the Speaker of the
House; and

Four members appointed by the Senate, including one member
appointed upon recommendation of the President Pro Tempore of the
Senate.

The General Assembly shall appoint two members annually, including
one member appointed by the House of Representatives and one
member appointed by the Senate.

Vacancies that occur in a seat appointed by the General Assembly shall
be filled as provided by G.S. 120-122.

1.1.2. Four members elected by the Person County Board of Commissioners, which

may include one member of the Board of Commissioners.

1.1.2.1.

1.1.2.2.

The County Commissioners in Person County may delegate the election
of one or more of its Trustee appointments to the Person County Board
of Education

If the County Commissioners delegate their authority to the Board of
Education )

1.1.2.2.1. The delegation of such authority expires at the end of the

appointee’s term but may be renewed by the Commissioners.
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Section 2:
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1.1.2.2.2. Because the College has a two-county service area, the Boards of
Commissioners may delegate the election to the Boards of Education
in each county.

1.1.2.2.3. When the delegated election has not occurred by May 1 of the
election year in which it is to be made, the Board of Commissioners
may revoke the delegated authority, and subsequently elect a
Trustee(s) to the College Board of Trustees.

Two members elected by the Caswell County Board of Commissioners, which
may include one member of the Board of Commissioners, consistent with G.S.
115D-12(a)(2). The provisions of Items 1.2.1. and 1.2.2 of Article Il also applies

to the Caswell County Board of Commissioners.

One additional ex-officio non-voting member, at the discretion of the Board of
Trustees. The ex-officio non-voting member may be either the president of
the College Student Government Association or the Chair of the Executive
Board of the student body.

Vacancies occurring in a seat elected by the Person County or Caswell County
Board of Commissioners shall be filled for the remainder of the unexpired
term in accordance with the provisions of Items 1.2 or 1.3 of Article Il,
respectively.

All trustees, appointed or elected, must be residents of Person or Caswell
counties, or of counties contiguous thereto. The contiguous counties include
Alamance, Durham, Granville, Orange, and Rockingham.

Service Requirements

2.1. The term of office and service by a Trustee or their successor shall be four years,

2.2.

consistent with G.S. 115D-13. All terms commence on July 1 of the year of initial

appointment, or re-appointment.

On or before August 1, the Board shall annually submit to the Legislative Library of

the General Assembly:

2.2.1.

2.2.2.

2.2.3.

The name and address of each Trustee;
Each Trustee’s County of residence;

Each Trustee’s appointing or electing entity;
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2.2.4. |Iffilling a vacancy, the name of the Trustee being replaced; and

2.2.5. The date each Trustee’s term begins and ends.

No member of the General Assembly may be, or serve as, a member of the Board of
Trustees of Piedmont Community College.

No person employed full-time by the College within the past five years, or a spouse
or child of a current full-time employee of the College, shall serve on the Board of
Trustees at Piedmont Community College.

Board members shall receive no compensation for their services but may, according
to regulations adopted by the State Board of Community Colleges, receive
reimbursement for the costs of travel, meals, and lodging while performing their
official duties. The reimbursements paid to Trustees from State funds shall not
exceed the maximum amounts permitted in G.S. 138-5 through 7.

As a condition of membership and service on the Board, all elected and appointed
Trustees must comply with provisions of G.S. 138A — The State Government Ethics
Act, including.

2.6.1. Participating in ethics education approved by the State Ethics Commission
within six (6) months of appointment or election to the Board, and at least
every two years thereafter. (G.S. 138A-14)

2.6.2. Filing a Statement of Economic Interest with the Commission prior to the
initial appointment or election, and no later than April 15 of every year
thereafter. A prospective Trustee shall file a Statement prior to being
appointed or elected. The requirement for an annual filing also applies to
Trustees whose terms have expired, but who continue to serve until a
successor is appointed or elected. The ex-officio non-voting student member
under Item 1.4 of Article Il of these bylaws is not required to file a Statement
of Economic Interest (G.S. 138A-22).

As a condition of membership and service on the Board, the Board and all elected
and appointed Trustees must comply with provisions of G.S. 115D-19.

Removal: The removal of a member of the Board of Trustees is governed by
G.S.115D-19. This General Statute gives authority to the Board to declare vacant the
office of a member who fails to meet specific criteria related to their service, is
incapable of serving, fails to discharge their duties as required by law, fails to serve
in a moral or reputable manner, fails to participate in meetings of the Board (absent
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a justifiable excuse) or fails to meet the criteria in Item 2.7. of this Article. In the
exercise of their authority, the Board shall adhere to the following rules with respect
to declaring vacant the office of a member.

2.8.1. State Board of Community Colleges: The Board of Trustees shall follow
protocols and procedures established in G.5.115D-19(a) for declaring vacant
the office of member of the Board, including codified due processes for
working with the State Board, investigating charges against a Board member,
notifying the member of Board meetings and findings, declaring the findings,
voting by Board members relating to the findings , and recording any and all
actions taken in the Board’s minutes.

2.8.1.1. Board of Trustees: The Board of Trustees shall follow protocols and
procedures established in G.S.115D-19(b) for declaring vacant the office
of a member of the Board who, without a justifiable excuse, fails to
attend three (3) consecutive, scheduled meetings of the Board; or

2.8.1.2. Without a justifiable excuse, within six (6) months of initial appointment
or election, fails to participate in a Trustee orientation and education
session sponsored by the North Carolina Association of Community
College Trustees (NCACCT).

2.8.2. Individual Trustees

2.8.2.1. When, in either instance of Item 2.8.1. of Article I, an individual
member fails to comply with G.S.115D-19(b), the Board shall notify
the appropriate appointing or electing authority of the vacancy.
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Article Ill - Powers and Authorities of the Board
Section 1: Powers

1.1. The Trustees of Piedmont Community College constitute the governing and
administrative Board of the institution. The Board has such powers and duties as are
defined in General Statutes, and as are delegated to it by the State Board. The State
Board has declared that all powers and authority vested by law in the State Board,
which relates to the internal administration, regulation, and governance of the
College, are delegated to the Board of Trustees, with the following exceptions.

1.1.1. Power or authority that is non-delegable as a matter of law;

1.1.2. Power or authority in matters of systemwide or inter-college importance,
reserved for determination by the State Board;

1.1.3. Theright of the State Board to rescind any power or authority as it deems
necessary, in accordance with G.S. 150B; and

1.1.4. The State Board’s authority pertaining to the assurance of:
1.1.4.1. Fiscal accountability,
1.1.4.2. Program accountability, and
1.1.4.3. Satisfaction of State priorities

1.1.5. In addition, as a corporate body, the Board is authorized to do all things
necessary and proper to organize and operate the College, consistent with law
and SBCC Code Section 1B SBCCC 300.1 & 300.2 (p. 23-24).

1.2. Statutory Powers: The specific powers and duties of the Board are established in G.S.
115D-20. The following powers are expressly given to the Board, several of which are
contingent upon State Board approval (where noted), and are accompanied by the
appropriate statutory or SBCC Code citations [Note: The items are enumerated
consistent with the statutory citation]: See PCC Policy 4.1 Liability Insurance: Tort
Actions Against Board of Trustees

1.2.1. Toelect a president or chief administrative officer of the institution for such
term and under such conditions as the trustees may fix. Furthermore, the
Board is authorized and instructed to evaluate the President annually and
report the results of evaluation in writing to the State Board, consistent with
the provisions of 1C SBCCC 300.2 (p. 24) of the SBCC Code.
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1.2.1.1. If the Board chooses to use a search consultant to assist with the
election process, the Board shall select the search consultant through a
competitive request for proposals process. A search consultant selected
pursuant to this subdivision who is collecting a fee for the consultant's
services shall not be:

1.2.1.1.1. An employee of a state agency, department, or institution, an
appointed member of a State commission or board, or an elected
official whose responsibilities include oversight or budgetary aspects
of the Community College System;

1.2.1.1.2. Alobbyist or lobbyist principal as defined in G.S. 120C-100; or

1.2.1.1.3. A State-level community college Board of Trustees Association or
organization. A contract with a search consultant pursuant to this
subdivision shall not be subject to Article 3C of Chapter 143 of the
General Statutes.

1.2.1.2. The election of a president or chief administrative officer shall be subject
to the prior approval of the State Board of Community Colleges (G.S.
115D-20(1) and 1C SBCCC 300.1 (p. 23)).

1.2.2. Toelect or employ all other personnel of the College, upon nomination by the
President, subject to standards established by the State Board of Community
Colleges. The Board is authorized to delegate the authority of employment of
such other personnel to its President, thereby enabling them to identify and
employ a complement of personnel required for the fulfillment of the
College’s mission, and for optimal operation of the institution.

1.2.3. To purchase any land, or right-of-way which shall be necessary for the proper
operation of the College, upon approval of the State Board of Community
Colleges; and, if necessary, to acquire land by condemnation in the same
manner and under the same procedures as provided in General Statutes
Chapter 40A. The Board is further authorized to accept real or personal
property donated to the College for lawful educational purposes, consistent
with the provisions of G. S. 115D-14 and SBCC Code Section 1H SBCCC 400.3 (p.
245).

1.2.4. To apply the standards and requirements for admission and graduation of
students, and other standards established by the State Board of Community
Colleges. Notwithstanding any law or administrative rule to the contrary, and

subject to State Board approval, the College is permitted to offer courses and
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programs in collaboration with public school units and nonpublic schools that
are defined in and consistent with G.S. 115D-20 (4a through 4e).

To receive and accept donations, gifts, devices, and the like from private
donors and to apply them or invest any of them and apply the proceeds for
purposes and upon the terms which the donor may prescribe and which are
consistent with the provisions of G.S. 115D-20 (5) and SBCC Code.

To provide all or part of the instructional services for the institution by
contracting with other public or private organizations or institutions in
accordance with SBCC Code.

To perform such other acts and do such other things as may be necessary or
proper for the exercise of the powers in Section 4 of Article Ill, including the
adoption and enforcement of all reasonable rules, regulations, and bylaws for
the governance and operation of the College and for the discipline of
students.

If the Board allows and provides access to its buildings and campuses and/or
to a student information directory to persons or groups which make students
aware of occupational or educational options, the Board shall provide access
on the same basis to official recruiting representatives of the military forces of
the State and of the United States for the purpose of informing students of
educational and career opportunities available in the military.

To encourage the establishment of private, non-profit corporations
(Foundations) to support the College, consistent with G.S. 115D-20(9). The
President, with approval of the Board, may assign College employees to assist
with the establishment and operation of such a corporation, and may make
available to the corporation office space, equipment, supplies and other
related resources; provided, the sole purpose of the corporation is to support
Piedmont Community College.

To enter guaranteed energy savings contracts pursuant to Part 2 of Article 3B
of Chapter 143 of the General Statutes.

To enter into loan agreements under the Energy Improvement Loan Program
pursuant to Part 3 of Article 36 of Chapter 143 of the General Statutes.

To enter into lease purchase and installment purchase contracts for
equipment and real property under G.S. 115D-58.15.
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1.2.13. Permit the use of its personnel or facilities in support of or by a private
business enterprise located on Piedmont Community College campuses, or in
the College’s service delivery area, for the specific purposes set out in G.S. 66-
58(c)(3a) and G.S. 66-58(c)(3d). The Board Trustees of shall specifically approve
the use of any facilities or personnel for this purpose and follow State Board
Code rules and G.S. 66-58(c)(3a) and (3d) to implement this subdivision.

1.2.14. To enter into public / private partnerships, consistent with G.S. 115D-20(13).

Section 2: Authorities

2.1. Infulfillment of its governance role and fiduciary responsibility, the Board is given
statutory and SBCC Code authority and oversight for fiscal matters at the College.
The Board shares this responsibility with the President. Much of the Board’s work in
exercising its authority and oversight of fiscal matters is conducted through its
Finance, Audit, and Investment Committee. The following are fiscal matters over
which the Board has authority that is also shared with the President:

2.1.1. Budget Preparation and Submission: The Board has annual responsibility and
authority, along with its President, to prepare and submit budgets to the State
Board for State Current, County Current, Institutional, and Plant Funds, per
G.S. 115D-54(a).

2.1.1.1. The President and designees advise the Board of the financial and
budgetary needs throughout the College, assist in the preparation of
budgets, and recommend the necessary adjustments, therefore.

2.1.2. Adoption of the Budget: Upon notification by the State Board, the Board shall
adopt a final budget resolution consistent with the budget approved by the
State Board and in accordance with the NCCCS Accounting Procedures

Manual.

2.1.2.1. The budget resolution shall include State funds, funds appropriated to
the College by the County Commissioners (tax-levying authorities) in
both Person and Caswell counties, and all other agencies that provide
funding to the College, per G.S. 115D-56.

2.1.3. Self-Supporting Fees: The Board has authority, in cooperation with and as
recommended by the President, to establish credit and non-credit course
sections of instruction on a self-supporting basis, consistent with SBCC Code
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sections 1E SBCCC 600.2 and 600.3 (p. 179). In exercising this authority, the
Board shall adopt a policy regulating self-supporting activities, including:

2.1.3.1.

2.1.3.2.

The methodology used to determine fee rates; and,

Permissible uses of excess funds generated from self-supporting
activities.

2.1.4. Local Fees: The Board has authority, in cooperation with and as

recommended by the President, to establish and charge local fees that have

been previously established by the State Board, consistent with SBCC Code
sections 1E SBCCC 700.1 through 700.7 (p. 181-186). In exercising this authority,
the Board must adopt policies that:

2.1.4.1.

2.1.4.2.

2.1.4.3.

2.1.4.4.

Govern uses of local fee receipts;
Budget fee receipts in Institutional Fund accounts;

Utilize the fee receipts only for the purposes for which they were
established; and

Are paid to the College, without regard to a student’s concurrent
enrollment at another community college.

2.1.5. State Board Fees: Fees that are authorized to be established by the Board, in
consideration of recommendations made by the President and subject to

maximum amounts and restricted uses established by the State Board, may

include:
2.1.5.1. Student Activity Fees,
2.1.5.2. Instructional Technology Fees,
2.1.5.3. College Access, Parking and Security (CAPS) Fees,
2.1.5.4. Required Specific Fees, and
2.1.5.5. Other Fees
2.1.5.6. Iffee receipts collected for fees authorized by 1E SBCCC 600.3 (p. 179),

700.5 & 700.6 (p. 185-186), and 1H SBCCC 300.1(g) (p. 242) exceed
expenditures, the Board shall comply with the provisions of 1E SBCC
700.7 (p. 186).
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2.1.6. Vending and Concessions Activities: The Board has authority, in cooperation
with and as recommended by the President, for depositing, budgeting,
appropriating, and expending funds generated through vending machines and
other concession activities. In exercising this authority, the Board shall be
guided by policies that are consistent with 1H SBCCC 300.4 (p.243).

2.1.7. Investment of Idle Cash: The Board has authority, in cooperation with and as
recommended by the President, to invest all moneys, in excess of all expenses
and withdrawals, received into Institutional Funds accounts.

2.1.7.1. The Board has further authority to impose restrictions and directions
upon the management of these funds, including the power to purchase,
sell, and exchange securities. In managing these funds, the Board shall
comply with the provisions of G.S. 115D-20(5) and G.S. 115D-58.6(d1) —
(h5).
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Article IV — Board Officers and Their Duties

Section 1: Corporate Officers

1.1. The corporate officers of the Board of Trustees of Piedmont Community College
shall be the Chair, Vice-Chair, and Secretary. The Chair and Vice-Chair shall be
members of the Board.

1.1.1. The Secretary, who need not be a member of the Board, shall be elected by
the Board.

Section 2: Election of Officers

2.1. In May of each year, the Chair shall appoint an ad-hoc Nominating Committee for

the purpose of identifying and presenting a slate of candidates for consideration as
corporate officers.

2.1.1. The Nominating Committee shall be composed of the Board Chair and Vice-
Chair, the chairs of each of the Board’s standing committees, and if necessary,

include one additional appointment to ensure that both Person and Caswell
counties are represented.

2.2. The slate of candidates shall include the positions of Chair, Vice-Chair, and Secretary

2.3. Upon receipt of the Nominating Committee’s report of the slate of candidates, the
Board shall hold an election from among its membership.

2.4. Officers elected by the Board shall serve a one-year term, effective July 1 and ending
June 30 of each calendar year, consistent with G.S. 115D-13(c).

Section 3: Terms of Office

3.1. The Chair, Vice Chair, and Secretary shall be eligible for annual re-election by the
Board.

3.1.1. The Chair of the Board shall serve a maximum of four (4) consecutive one-
year terms.

3.1.1.1. The Board may waive the term limit to allow for one additional year, if it
finds that there are conditions of fiscal exigency, accreditation findings
or concerns, natural disasters, or a declared health emergency that
would adversely affect the institution if there was an interruption in its
governing leadership.
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3.1.1.2. The Board should formally act to waive the term limit.

3.1.2. The Vice Chair of the Board shall serve a maximum of four (4) consecutive
one-year terms.

3.1.2.1. The Board may waive the term limit to allow for one additional year
under the same conditions as the Board Chair, if it would adversely
affect the institution if there was an interruption in its governing
leadership.

3.1.2.2. The Board should formally act to waive the term limit.

3.1.3. The College President may serve as Secretary of the Board but must be
annually elected at the same time as the other corporate officers of the
Board.

Section 4: Duties and Responsibilities of the Officers

4.1. Corporate officers are elected to call, preside, conduct and document all regular,
specially called, and emergency meetings of the Board; to ethically discharge all
duties assigned to them by the Board; and to provide consistent leadership in
fulfilling Board governance and fiduciary responsibilities. The following shall be the
duties and responsibilities of each corporate officer:

4.1.1. Board Chair - The Chair of the Board is assigned the following duties and
responsibilities:

4.1.1.1. Appoint members to, and serve as an ex-officio voting member of, all
committees of the Board. The Chair shall name the Chairperson of each
committee.

4.1.1.2. Appoint Trustees to serve as members of other organizational boards,
when requested to do so, and as may serve the best interests of the
Board, College, and students.

4.1.1.3. In collaboration with the President, assemble, organize and distribute
the agenda for all meetings of the Board.

4.1.1.4. Pursuant to the needs of the institution, and consistent with G.S. 115D-
18, the Chair shall call for at least six (6) Board meetings during the
calendar year. The Chair may call additional, special, and emergency
meetings as best serves the interests of the Board and College.
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Preside over all meetings of the Board.
Serve as Chair of the Executive Committee

Execute Board-approved contracts and documents by authority of and in
the name of the Board.

Discharge any other functions or duties expressly delegated by the
Board to the Chair, including but not limited to, initiating both the
annual Board self-evaluation, as required by the accrediting agency, and
the annual evaluation of the President, as required by SBCC Code
Section 1C SBCCC 300.2 (p. 57).

4.1.2. Board Vice-Chair — The Vice-Chair of the Board is assigned the following duties
and responsibilities:

4.1.2.1.

4.1.2.2.

Preside in the absence or disability of the Chair, performing all functions
and duties of the Chair, with full authority thereof.

Discharging any other functions expressly delegated thereto by the
Board, until the Chair returns.

4.1.3. Secretary - The Secretary of the Board is assigned the following duties and

responsibilities:

4.1.3.1.

4.1.3.2.

4.1.3.3.

4.1.3.4.

Keep an accurate record of Board proceedings.

Maintain an accurate and full accounting of the official minutes of all
Board meetings. Distribute said minutes to Board members and the
President in advance of the next scheduled meeting, with sufficient time
for their review. The Secretary shall maintain a current compendium of
these documents and shall make them available to each or any Board
member, upon request.

Have custody of and maintain as current all other official Board records
and documents, including current Bylaws, policies, rules, regulations,
and procedures of the Board, and any amendments thereto. A current
compendium of these documents shall be made available to each or any
Board member, upon request.

In collaboration with the Board Chair, give notice in advance of all Board
meetings.
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Article V — Establishment and Charters of Committees

The work of the Board is conducted through its committee structure, then
brought forward to the full Board for consideration and appropriate action. The
work of the Board is to govern the institution, in fulfillment of its fiduciary
responsibilities, and in pursuit of its mission, vision and values. This work
includes enacting such policies, procedures and practices that provide and
deliver opportunities for the people of Person and Caswell counties to improve
their lives and the lives of their families, promoting further development of the
College, and facilitating engagement with business, industry, community, and
educational partners.

1.1. Establishment of Committees and Method of Appointment

1.1.1.

1.1.2.

The Board, in consultation with the Chair and President, may establish such
standing and ad hoc committees as are necessary to facilitate the work of the
Board in fulfilling its duties and responsibilities to the College, and in pursuit
of the institution’s mission.

Once the necessary committees are agreed upon and established, the Chair
will appoint the membership of each standing and ad hoc committee.

1.1.2.1. Appointments shall be made within thirty (30) days of the effective date

of the election of the Chair, but no later than July 31.

1.1.2.2. The number of members of any standing committee shall be at least

three (3) and a maximum of five (5), including the Board Chair.

1.2. Limitations of Committee Authority

1.2.1.

1.2.2.

1.2.3.

Committee actions are understood to be advanced and reported as
recommendations for consideration and action only by the full Board, to be
taken at a regular or special meeting thereof.

If, however, the Board has, in a regular or special meeting, authorized a
committee to act upon a matter referred to it, the committee chair shall
report the action taken to the full Board in a reasonable amount of time, but
not later than five (5) business days after the action has been taken.

Action taken by the committee must be consistent with the authority granted
by the Board. In such a case, the action of the committee shall be final.
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1.2.4. The following matters shall be reserved to the full Board, meeting in a regular
or special meeting, and shall not be otherwise delegated:

1.2.4.1. Presidential selection, evaluation, and termination;

1.2.4.2. Board Corporate Officer selection;

1.2.4.3. Amendments to Board Bylaws;

1.2.4.4. Areview of the College’s mission, vision, and values;

1.2.4.5. Adoption of State, County, Institutional, and Plant Fund budgets;
1.2.4.6. Acquisition, disposition, and/or transfer of property;

1.2.4.7. Entering into lease purchase and/or installment purchase contracts for
equipment and real property; and,

1.2.4.8. Permitting use of College personnel or facilities in support of or by a
private business enterprise.

1.3. Standing Committees

1.3.1. Standing committees enable the Board to explore specific subject matter,
such as policies related to governance, budgets and financial matters,
instructional programs, students’ success and services, financial matters, and
buildings, facilities and grounds, in a level of depth, breadth, and certainty
that is more realistic or practicable than in a regular Board meeting.

1.3.2. Committee reports and recommendations to the Board advise, assist and
provide them with information that informs their discussions and decision-
making. For these reasons, the Board establishes the following Standing
Committees:

1.3.2.1. Executive Committee

1.3.2.1.1. The Executive Committee’s purpose is to assist the Board with
functioning effectively and efficiently in matters that are expressly
defined within this Article.

1.3.2.1.2. The membership of the committee shall consist of the Board Chair,
the Vice-Chair, and the Chairpersons of each standing committee.
The Board Chair shall serve as Chair of the Executive Committee.
The President shall be an ex-officio, non-voting member of the
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committee. The Executive Assistant to the President shall serve as
Staff Liaison to the committee.

1.3.2.1.3. The authorities and responsibilities of the Executive Committee are
expressly defined as follows:

1.3.2.1.3.1.

Provide advice, support, and policy direction in various areas
not previously assigned to another Standing Committee in this
Article, and/or as may be assigned by the Board Chair and take
specific recommendations thereabout to the full Board for
consideration.

1.3.2.1.3.1.1. This may include recommended revisions to and regular

1.3.2.1.3.2.

updating of Board Bylaws, while acknowledging that only
the Board can make any changes thereto.

Serve the governmental affairs function of the Board, in
partnership with other Board members and the President.
This function includes developing State and local legislative
strategies, advocating for the needs of the College,
encouraging participation in professional development
activities with state and national trustee associations, and
establishing external business, education, and community
partnerships and relationships.

1.3.2.1.3.2.1. The committee should make reports to the full Board on

1.3.2.1.3.3.

1.3.2.1.3.4.

these functions and activities on an as needed basis.

In consultation with the President, provide timely information
on any legal or operational challenge, resulting from the
implementation of a policy previously approved by the Board.
The Executive Committee may refer the challenge to a
Standing Committee of the Board that has subject-matter
expertise for further discussion, exploration, and
recommendations for remedial actions to the full Board.

In consultation with the President, identify topics of
importance related to governance, policy, fiduciary duties,
opportunities for and threats to the institution, and other
Board matters, for consideration and discussion by the full
Board at a special meeting or an annual retreat.
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1.3.2.1.3.5.  To exercise all powers, privileges and prerogatives of the

Board for emergency matters which cannot be postponed
until a regular or special meeting of the Board can be called.
Such emergencies may include, but not be limited to natural
disasters, extreme weather events, a campus incident and/or
lockdown, fire or other facility emergency, or cyberattack. All
actions taken by the Executive Committee, using powers,
privileges, and prerogatives of the Board, shall be reported to
the full Board as soon as practicable, but no later than the
next regular, special, or emergency meeting.

1.3.2.2. Finance, Audit, and Investment Committee

1.3.2.2.1.

1.3.2.2.2.

1.3.2.2.3.

1.3.2.2.4.

The Board of Trustees is the unique corporate entity charged with
fiduciary oversight of and delegated responsibility for the financial
health and well-being of the College.

While the day-to-day management of State, Local, Institutional and
Federal funds falls upon the President and designees, the ultimate
responsibility for protecting the fiscal assets of the institution falls
upon the Board. This is expressly addressed in Section 1A SBCCC
200.4 (p. 2-3) of SBCC Code.

The Board has intentionally assigned shared responsibility for fiscal
oversight of the College to the Finance, Audit, and Investment
Committee.

The authorities and responsibilities of the Finance, Audit and
Investment Committee that are expressly shared with the Board are
as follows:

1.3.2.2.4.1.  To ensure that the College adheres to laws governing Federal,

State, County, and Institutional Funds, including the “Code of
Federal Regulations,” North Carolina General Statute 115D, SBCC
Code, State Board’s “Accounting Procedures Manual,”

conditions imposed upon appropriations by Person County
and Caswell County, and State regulatory agencies, in the
budgeting and expending of and reporting on the use of funds.

1.3.2.2.4.2.  In collaboration with the President and designees, specifically

engage in the preparation and submission of budget requests,
make recommendations to the Board about the adoption of
annual budgets, advise the Board about the need for and use
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1.3.2.2.4.3.

1.3.2.2.4.4.

1.3.2.2.4.5.

1.3.2.2.4.6.

1.3.2.2.4.7.

1.3.2.2.4.8.

1.3.2.2.4.9.

of self-supporting and local fees, and report on the use of
vending receipts, as identified in Article Il of these Bylaws.

Advise the Board of necessary policy changes that are the
result of financial management directives made by external
regulatory or governmental oversight bodies or agencies.

On a regular basis, monitor monthly budget, revenue, and
expenditure reports on current and capital funds, and
communicate any concerns to the Board. Recommend budget
adjustments to the Board, where required, after consulting
with the President and designees.

Upon receipt from the President and designees, study, analyze
and recommend necessary Board actions on expenditure,
accounting and reporting policies and procedures that are
inconsistent with Article V Item 1.3.2.2.4.1 of these Bylaws.

Provide oversight of the award of contracts, purchases, lease-
purchases or purchase agreements that fall within the Board’s
fiduciary and statutory responsibilities.

Review the fiscal operations and internal and external federal,
state, and special audit reports of the College, and ensure that
they satisfactorily meet reporting requirements and represent
fairly the opinions of the auditing agency. Make full and
complete reports to the Board, accompanied by necessary
recommendations, concerning required remedial actions
required as a result of fiscal deficiencies or audit findings.

Receive analyze and recommend to the Board, with such
modifications it determines appropriate, requests for
expenditures that are inconsistent with policies, practices or
budgets approved or adopted by the Board, as requested by
the President or designees.

Study and recommend to the Board official depositories for
State, Local and Institutional Funds, in consultation with the
President.
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1.3.2.2.4.10. Make recommendations to the Board, in cooperation with the

President, about the investment of unrestricted monies and
surplus institutional funds, or securities, gifts or bequests, and
the receipt, accounting and expenditure of all trust and non-
trust funds of the College under the control of the Board.

1.3.2.2.4.10.1. Make further recommendations to the Board about

restrictions and directions for the management of these
funds, consistent with G.S. 115D-20(5) and G.S. 115D-
58.6(d1) thru (h).

1.3.2.2.4.11. Undertake any other finance, audit, or investment

assignments as directed by the Board.

1.3.2.3.  Academic Instruction and Student Success Committee

1.3.2.3.1.

1.3.2.3.2.

1.3.2.3.3.

A part of the College’s work, shared by the Board with the
President, is its pursuit of achieving exceptional levels of success in
student learning and completion, resulting in gainful employment.
This pursuit is accomplished through the delivery of rigorous
academic instruction, relevant workforce development and training
programs, and accompanying student support and success services.

The Board has assigned to the Academic Instruction and Student
Success Committee, in collaboration with the President and
designees, the responsibility to develop policy, academic programs
and workforce training activities, and student success initiatives and
recommendations, that reflect the mission and vision of the
institution.

The authorities and responsibilities of the Academic Instruction and
Student Success Committee that are expressly shared with the
Board are as follows:

1.3.2.3.3.1.  To continuously assess and evaluate credit and non-credit

instructional programs of study and skills certification
programs, workforce development training and activities, and
student engagement and advancement services offered by the
College, to determine their relevance in meeting the needs of
students, communities, and businesses and industries served
by the College.
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1.3.2.3.3.2.

1.3.2.3.3.3.

In partnership with partnership with the President, research,
discuss and make recommendations to the Board about the
establishment and implementation of new curricula and
student success strategies that reflect changes in higher
education delivery models and facilitate successful completion
of transferrable and marketable credentials.

Review program audits, employment and student demand
data, sustainability reports, and effectiveness measures
provided by the President to determine which programs and
services no longer meet the needs of students or the
community.

1.3.2.3.3.3.1. Make recommendations to terminate these programs and

1.3.2.3.3.4.

1.3.2.3.3.5.

1.3.2.3.3.6.

1.3.2.3.3.7.

activities.

Recommend such adjustments to academic and student
success policies and protocols that correspond to changes in
local and regional labor market data, student-driven needs for
flexible course/work schedules, and corresponding demands
for a well-credentialed and employment- ready workforce.

Consistent with the College’s mission, vision and values, and in
partnership with the President, align student financial needs,
growth and personal development, and performance and
completion outcomes with appropriate practices, policies and
services.

Continually explore marketing, recruitment, engagement, and
enrollment management strategies to attract traditional
students, students that have not completed a credential, and
underserved and diverse populations, through innovative
delivery methods, across and throughout the service area.

Serve as a forum for discussion and exploration of innovative
policies, practices, and data-driven decision-making
opportunities that align with the Strategic Plan. Advance these
conversations to the full Board for further discussion about
potential new or revised policy directions that support the
academic and student support functions of the College.
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1.3.2.3.3.8. Undertake any other curriculum, workforce education, and
student success assignments as directed by the Board.

1.3.2.4. Buildings, Facilities, and Grounds Committee

1.3.2.4.1. The campus buildings, facilities and grounds are the places and
spaces where students gather in the pursuit of degrees, diplomas,
certificates and skills certifications, complete their secondary
education, and become proficient in language and communication
skills. In addition, these places and spaces house the faculty and
staff professional staff that fulfill the educational mission of the
institution.

1.3.2.4.2. Pursuant to G.S. 115D, SBCC Code, and the accrediting agency, the
Board is responsible for “ensuring adequate physical facilities and
resources, both on and off-campus, that appropriately serves the
needs of the institution’s educational programs, support services,
and other mission-related activities.”

1.3.2.4.3. The Board has assigned to the Buildings, Facilities, and Grounds
Committee, in collaboration with the President and designees, the
responsibility to protect, maintain, and advance the physical assets
and facilities of the College.

1.3.2.4.4. The authorities and responsibilities of the Buildings, Facilities and
Grounds Committee that are expressly shared with the Board are as
follows:

1.3.2.4.4.1. To make regular recommendations to the Board, at least
annually and in consultation with the President, for the
immediate, short-term, and long-range requirements for the
protection, maintenance, successful operation, renovation,
acquisition, and new construction of buildings, facilities,
properties, and grounds.

1.3.2.4.4.2.  Asoften as necessary, but no longer than a period of every
five years, authorize a formal assessment of the adequacy,
condition, and maintenance of all physical capital assets
owned by the Board. As a result of this assessment, make
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recommendations for remedying deficiencies in the physical
assets.

1.3.2.4.4.3. Asrecommended by the committee and approved by the
Board, seek professional services for preparation of a Facilities
Master Plan for facility renovation and development and
necessary property acquisition. This work shall be consistent
with Item 1.3.2.4.4.2 of this Article and be informed by the
College’s Strategic Plan.

1.3.2.4.4.4.  Make annual recommendations to the Board, following
conversations with the President and designees, with respect
to the requirements and resources necessary for the
maintenance and beautification of properties and grounds
owned by the Board.

1.3.2.4.4.5. Recommend to the Board, following a competitive evaluation
process as required by law, and consultation with the
President and designees, professional services related to
architectural, engineering, construction, renovation and
repair, and grounds keeping bids, services, and the award of
related contracts.

1.3.2.4.4.6. Make recommendations for granting easements or rights-of-
way, which may be necessary for the operation of the College.

1.3.2.4.4.7.  Verify annually that there is adequate insurance coverage for
Board members and employees; buildings, facilities and their
contents; coverage for contents on rental properties occupied
by the College; motor vehicles owed by and/or leased to the
institution; liabilities, risks and exposures identified by the
President and designees; and other practices and activities
that pose potential hazards to employees.

1.3.2.4.4.8.  Undertake any other buildings, facilities and grounds
assignments as directed by the Board.

1.3.2.5. Personnel Committee
1.3.2.5.1. The Board acknowledges the important role employees fulfill in

carrying out the mission of the College. The Board further
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acknowledges that under the principle of shared governance, the
President is responsible for the administration of personnel policies
enacted by the Board, including policies related to institutional
personnel. In order to efficiently research, discuss, adopt and
administer personnel policies, the Board establishes a Personnel
Committee.

1.3.2.5.2. The committee shall work collaboratively with the President to
develop, enact, and administer personnel policies and protocols for
effective operation of the College.

1.3.2.5.3. The authorities and responsibilities of the Personnel Committee
that are expressly shared with the Board are as follows:

1.3.2.5.3.1.  Consistent with G.S. 115D and SBCC Code Section 1C SBCCC
200.94 (p. 40-47), the committee shall, from time-to-time
and as it serves the best interests of the College and its
employees, research, consider, and formulate with the
President recommendations to the Board related to:

1.3.2.5.3.1.1. Compensation plans and salary studies;

1.3.2.5.3.1.2. Compliance with state and local personnel and salary
policies, consistent with SBCC Code Section 1C SBCCC
200.94 (p. 40-47);

1.3.2.5.3.1.3. Reclassifications of positions;

1.3.2.5.3.1.4. Hiring and termination decisions that include only
executive staff positions;

1.3.2.5.3.1.5. Educational leave policies; and,

1.3.2.5.3.1.6. Policy Amendments to the Faculty Handbook or Policy
and Procedures Manual that relate to personnel matters.

1.3.2.5.3.2. Matters related to promotion to an executive level,
probationary periods of employment, non-reappointment,
dismissal, terminations, other disciplinary actions, appeal of
grievances, and any personnel actions that require Board and
President consultation.

1.3.2.5.3.3.  Any other personnel matters as directed by the board.
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Article VI - Conduct of Board Meetings
Board Meetings

The Board shall meet, both in regularly scheduled and special called meetings, as
often as may be necessary for the conduct of the business of the institution but shall
meet a minimum of six (6) times during a calendar year.

Meetings may be called by the Board Chair, by a majority of the Board, or by the
President of the College, upon consultation with the Chair.

The meetings shall be conducted on and off-campus and at such locations as the
Board determines most benefits Board operations and governance of the College [
Citation: G.S. 115D-18 ].

All meetings of the Board shall comply with the provisions of Article 33C of the
General Statutes — “Meetings of Public Bodies” — consistent with G.S. 143-318.9
through G.S. 143-.318.14.

Meeting recess

5.1. If the Board recesses a regular, special, or emergency meeting for which
public notice has been given and announces the resumption of the time and
location of the meeting in an open session, no further notice shall be
required.

Special Meetings

6.1. Ifthe Board calls a special meeting, the business thereof shall be confined to
those matters contained in the public announcement.

Emergency Meetings

7.1. If an emergency meeting is required, as determined by the Board Chair, and
the matters for consideration reflect an immediate and unexpected situation,
public notice shall be given consistent with G.S. 143-318.12(b)(3).

Electronic Meetings

8.1. Ifthe Board elects to hold their official meeting by electronic means, whether
a regular, special or emergency meeting, it must do so in compliance with G.S.
143-318.13 with regard to public access, written ballots, acting by reference,
and complete remote participation by Board members.
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Meeting Schedule

2.1. The Board shall publish and post to the website through its Secretary an annual

calendar of regularly scheduled Board and standing committee meetings; and, if

sufficiently anticipated in advance, any special called or ad hoc meetings.

2.2. Further, the Secretary shall notify all Board members of the day, time, and location

of any and all Board meetings at least forty-eight (48) hours in advance, excluding

holidays and weekends, of a regular or special called meeting.

2.2.1.

Section 3:

This policy may be waived, contingent upon a waiver of notice being approved
by a quorum of Board members eligible to vote.

Closed Sessions

3.1. The Board shall hold closed sessions consistent with G.S. 143-318.9(a)(1) through
143-318(10).

3.1.1.

3.1.2.

Section 4:

The Board shall enter into closed session only upon a motion duly made and
adopted in an open meeting.

Further, the motion shall declare and cite one of the permissible purposes
listed in the citation above, and the name or citation that renders the
information to be discussed privileged or confidential.

Quorum

4.1. Eight (8) members eligible to vote and in actual attendance (physical and/or

virtually) at meetings of the Board shall constitute a quorum for the transaction of

business. A majority of all members eligible to vote will be required for the

following:

4.1.1.

4.1.2.

4.1.3.

4.1.4.

Determination of changes to, either adoption of new or amendment to
existing, College policies;

Determination of changes to, either adoption of new or amendment to
existing rules and regulations, that affect either the Board and/or the College;

The election of, or renewal or extension of, a contract for the President of the
College; or

Action to acquire property - an act of the Board’s corporate and statutory
authority.
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4.2. The requirement of a quorum for standing and ad hoc committee meetings of the
Board, thereby allowing for the transaction of business, is a majority of committee
members eligible and present to vote, either in person and/or virtually.

Section 5: The Agenda

5.1. Consistent with Article IV, Section 4 of these Bylaws, the Board Chair and President
shall share and discuss a list of items to be considered by and presented to the
Board.

5.2. The following govern the development of a Board Agenda:

5.2.1. Items agreed upon by the Chair and President shall be framed into a Board
Agenda, accompanied by all documents necessary to inform the Board’s
consideration, deliberation and potential actions.

5.2.2. These documents may have originated from committee work conducted by
the Board, developed by the President and designees, or are delivered to the
College by external governing or regulatory authorities. Any such documents
shall be included in the Board package, either as information or for action
items, unless unavailable at the time of Board package distribution.

5.2.3. The Chair may also receive Agenda items from Board members for
information or consideration; however, it is preferable that all action items
will have moved through the appropriate committee, consistent with their
committee charter.

5.2.4. Inthe instance of an emergency meeting of the Board, the Chair, upon
consultation with the President and Executive Committee members, may add
items to the Agenda, regardless of where they originate or the date they are
received or submitted.

5.2.5. Board members shall vote to approve or amend the Regular Agenda, after the
consideration and vote on the Consent Agenda.

Section 6: The Consent Agenda

6.1. Inorder to promote efficient meetings of the Board, the Board may act upon more
than one item by a single majority vote through the use of a Consent Agenda.
Consent agenda items shall be those of a non-controversial or routine nature, as
determined by the Chair and in consultation with the President.
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6.1.1. The Chair shall call for a vote of the Consent Agenda at the beginning of any
meeting of the Board, if applicable.

6.2. Any Board member has the right to comment on a consent agenda item. At the
request of any member of the Board, any item on the consent agenda shall be
removed and given additional consideration for action as a regular agenda item.

6.2.1. The request to remove the item from the consent agenda shall be non-
debatable and will be honored without discussion.

6.2.2. Removal of an item from the consent agenda returns it to the appropriate
committee’s report for full Board consideration.

Section 7: Order of Business
7.1. The order of business for the Board for regular meetings shall be as follows:
7.1.1. Call to Order
7.1.2.  AnlInvocation or Inspirational Message

7.1.3.  Reminder of the “State Government Ethics Act” [ G.S. 138A ] and Reading of
the “Conflict of Interest Statement.”

7.1.4. Approval of Board Minutes
7.1.5. Approval of the Consent Agenda
7.1.6. Approval of the Regular Agenda
7.1.7. Reports of the Standing Committee Chairs:
7.1.7.1. Executive Committee
7.1.7.2. Finance, Audit, and Investment Committee
7.1.7.3. Academic Instruction and Student Success Committee
7.1.7.4. Buildings, Facilities, and Grounds Committee
7.1.7.5. Personnel Committee
7.1.8. Reports of Ad Hoc, Special, or Emergency Committee Meetings

7.1.9. Unfinished Business Carried Forward from Prior Meetings
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7.1.10. New and Other Business

7.1.11. Individual or Group Presentations

7.1.12. Board Professional Development or Substantive Issue Discussion
7.1.13. President’s Report

7.1.14. Board Chair’s Report

Section 8: Governing Parliamentary Rules

8.1. The most recent edition of “Robert’s Rules of Order” shall guide the conduct,
procedures and protocols of the meeting.

Section 9: Individual or Group Participation or Presentations in Board Meetings

9.1. Any individual or organized group that seeks to appear before and/or participate or
make a presentation to the Board shall adhere to the following protocol:

9.1.1. Provide a written statement to the Board Chair and President, outlining the
purpose of such appearance, the intent of the participation or presentation,
and the name(s) of each person or persons who requests permission to speak.

9.1.2. The statement must be filed with the Chair and President as least five (5)
business days (not including holidays or weekends) in advance of the meeting
at which the appearance is requested.

9.1.2.1. This timeline reflects the Board’s policy of providing Board members
with meeting information in advance, consistent with Articles IV and VI
of these Bylaws.

9.1.3. If granted an appearance by the Chair, oral presentations made by an
individual shall be limited to five (5) minutes, and group presentations are
limited to a maximum of thirty (30) minutes, at the discretion of the Chair.

9.1.4. Nothing in this section shall prohibit a waiver of ltem 9.1.3 above, if approved
by the Chair and the majority of Board members present.

Section 10: Member Absences

10.1. A Board member who will be, or is absent from a meeting, shall notify the Chair
and/or President’s Office in advance, or as soon as practicable thereafter,
respectively.
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10.1.1. The member may file a justifiable excuse with the Chair or President
concerning their absence, consistent with G.S. 115D-19.

10.1.2. The Secretary shall record the members’ absence in the official minutes of the
Board.

10.2. If a member fails to attend three (3) consecutive meetings, and has failed to provide
a justifiable excuse therefore, the Board shall follow the policy set forth in Article Il
Item 1.7 of these Bylaws for declaring vacant the office of said member.
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Article VIl — The President of the College

Section 1: The first statutory power assigned to the Board by the North Carolina General
Assembly is “To elect a president or chief administrative officer of the
institution” (G.S. 115D-20(1)). In addition, the accrediting agency provides that
the institution’s chief executive officer has ultimate responsibility for priorities
and initiatives that advance its board-approved mission, goals, and priorities.
The chief executive officer oversees the organizational structure that includes
key academic and administrative officers and decision makers with credentials
appropriate to their respective responsibilities. Furthermore, the College
President has responsibility for and control over the educational,
administrative, and fiscal programs and services of the College. In light of these
considerations, the Board sets forth the roles, duties, responsibilities, and

protocols related to the President as follows:

1.1. Appointment

1.1.1. The President shall be appointed by the Board, consistent with the process
imposed upon them by SBCC Code Section 1C SBCCC 300.1 (p. 55-57) and
conditioned upon approval by the State Board (G.S. 115D-20(1)).

1.1.2. The President shall serve at the pleasure of the Board, and in accordance with
such terms and conditions as the Board may fix related to their employment.

1.1.3. Inthe absence of the President, the Board has authority to appoint an Acting
or Interim President. See PCC Policy 2.35 Acting and Interim President

1.2. Qualifications

1.2.1. The qualifications of the President shall be established by the Board,
consistent with the accrediting agency principles related to educational
quality, and also include, but not be limited to, appropriate academic
credentials, varied experiences and skill sets that reflect the mission,
vision, and values of the College, and such emotional intelligence as is
required to lead a dynamic, comprehensive higher education institution.

1.3. Roles, Duties, and Responsibilities

1.3.1. The Board has autonomy in the governance of the College. As a corporate
body, the Board is the legal entity empowered to exercise fiduciary oversight
for the institution. In the practice of shared governance, the President shall
have full authority and responsibility for the administration, organization and
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operation of the College. The President shall exercise this authority consistent

with the policies, rules and regulations established by the Board, and in

compliance with applicable state and federal laws, SBCC Code, accrediting
agency principles, and within budgets approved by the Board.

1.3.2. The following roles, duties and responsibilities are established by the Board

for the President of the College:

1.3.2.1.

1.3.2.2.

1.3.2.3.

1.3.2.4.

1.3.2.5.

The President shall provide clear and consistent information and counsel
to the Board on all policy and procedural matters related to academic
affairs and programs, workforce and economic development training
and opportunities, student support and success activities and outcomes,
financial affairs, and building, facility and property matters.

The President shall bring forward to standing and ad hoc committees,
and the full Board, either as directed thereby or in their role as executive
leader of the College, policy considerations and recommendations that
assist the Board in its governance and oversight responsibilities,
addresses the administrative and operational requirements of the
institution, and/or serves the best interests of students and
communities within the College’s service area.

The President shall establish such procedures, protocols and practices as
may be necessary to implement policies, rules and regulations either
adopted by the Board of Trustees or imposed by the State Board of
Community Colleges.

The President shall inform the Board about substantive issues under
consideration by governmental, educational, and business and industry
bodies and organizations, and the potential opportunities and
challenges to the College that accompany the enforcement or
implementation of policies that could result therefrom.

The President shall be responsible for moving the College forward in
fulfillment of its educational and workforce mission, promoting
excellence in teaching and learning, securing available public, private
and sponsored resources, developing innovative practices for student
advancement, strengthening partnerships, and serving as an
ambassador and advocate for the institution.
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1.3.2.6. The President shall attend, engage with, and actively participate in all
standing and ad hoc committee meetings, and in regular, special, and
emergency meetings of the Board, providing them with expertise and
information as needed to meet the requirements of committee charters
and Board governance, oversight, and fiduciary responsibilities. In this
role, the President shall recommend the establishment or termination of
educational programs, student services activities, workforce initiatives,
personnel policies, financial engagements, and building and facility
measures.

1.3.2.7. The President shall appoint members of and actively participate in
Advisory Board meetings, participate in Foundation Board meetings, and
attend such external meetings of organizations and entities that bridge
the college and the community, including local, state, and national
governmental, educational, economic, philanthropic, and civic
organizations.

1.3.2.8. The President shall have express authority to employ all personnel of the
College, as delegated by the Board, consistent with G.S. 115D-20(2). The
President shall provide the Board with reports of faculty that are
intended to become full-time employees of the College; the termination
of employees as a result of financial exigency; or related matters, that
might also include litigation.

1.3.2.9. The President shall have express authority to select and appoint
members to and advisors of the College’s subject-matter advisory
committees, including but not limited to curriculum committees.

1.3.2.10. The President shall be responsible for formulating the organizational
structure of the institution, reflecting the primary functions thereof;
establishing the employee compliment, within available funds and
budgets approved by the Board; and defining accompanying employee
knowledge, skills and abilities necessary to fulfill the mission, vision and
values of the College.

1.3.2.11. The President shall execute and administer any other roles, duties, and
responsibilities which the Board shall designate, assign, or authorize.

1.4. Evaluation of the President
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1.4.1. The Board is required by oversight bodies, and encouraged through best
practices, to evaluate the President. The State Board directs that the College’s
Board of Trustees annually evaluate the performance of its President (Section
1C SBCCC 300.2 (p. 24) of SBCC Code); and the accrediting agency includes in a
requirement that the Board regularly evaluate the institution’s chief
executive officer. The Associations of Community College Trustees (ACCT) and
Governing Boards (AGB) advise local Boards, as a best practice, to support a
healthy and strong relationship with its President. This is accomplished
through a clear division of labor, mutual goal setting, the establishment of
well-defined expectations, and a review of the President’s performance on a
consistent basis.

1.4.2. The Board therefore establishes the following methodology for annually
evaluating the performance of the President, based upon State Board and
accrediting agency requirements, and national association best practices:

1.4.2.1. Criteria: The Board shall, at a minimum, evaluate the President using the
following criteria:

1.4.2.1.1. General administration within the institution;

1.4.2.1.2. Establishing and nurturing both internal and external relationships,
including, but not limited to:

1.4.2.1.2.1. Board members, executive leadership, faculty and staff; and

1.4.2.1.2.2. Governmental and educational partners, business and
industry, communities served by the College, philanthropic
entities and institutions, and print and broadcast media.

1.4.2.1.3. Personal attributes and emotional intelligence;

1.4.2.1.4. Administration and management of College personnel;

1.4.2.1.5. Fiscal management and budget acumen;

1.4.2.1.6. Facilities oversight and administration of the Facilities Master Plan;

1.4.2.1.7. Advancement and delivery of academic and instructional policies,
courses, and programs of instruction;

1.4.2.1.8. Goals and objectives that accompany the Strategic Plan; and
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1.4.2.1.9. Other areas of focus, as agreed upon by the Board and President.

1.4.2.2. Reporting the Evaluation: The Board shall, no later than June 30 of each
calendar year, notify the State Board in writing of the following:

1.4.2.2.1. The time frame and date for which the President’s evaluation was
completed;

1.4.2.2.2. A description of the methodology used, noted within the criteria of
this Article, used for the evaluation;

1.4.2.2.3. Certification that the evaluation instrument used included these
criteria;

1.4.2.2.4. Certification that the full Board participated in the evaluation, and
that the results were shared with the President; and

1.4.2.2.5. Certification that any deficiencies identified by the evaluation were
either remedied, or an action plan has been developed to do so.
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Article VIII - Policies, Rules and Regulations

Section 1:  The Board acknowledges its authorization, jurisdiction and responsibilities to
govern and serve as fiduciary over Piedmont Community College, as codified
within the Articles of these Bylaws.

Section 2: The Board further vows it will ensure that the College pursues its institutional
mission; thoughtfully engage in developing and monitoring progress of the
Strategic Plan; protect and provide oversight over the College’s financial and
physical assets; verify the delivery of quality instruction, academic programs,
and skills training; collaborate in the enactment of institutional policies and
practices that foster student success; and practice the principle of shared
governance with its President.

Section 3: The Board shall validate its vows to govern the College by enacting such
policies, rules and regulations that, at all times and in each instance, serves the
best interests of the institution, its personnel and students, and communities,
businesses, and industries within the service delivery area.

3.1. The Board commits to doing this work consistent with the State Government Ethics
Act, and by avoiding conflicts of interest or the appearance of conflicts.

Section 4: The Board may enact and amend such policies, rules and regulations as may be
necessary or required, consistent with North Carolina General Statutes, State
Board of Community Colleges Code, express authority of Boards of County
Commissioners as it relates to the College, and any other rules of law; or, as
may be required in its determination for the effective discharge of its powers,
authorities, duties, and responsibilities for successful operation of the
institution.
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Article IX — Adoption and Amendment of The Bylaws

Section 1:  The Board reserves the right to adopt and amend these Bylaws, at its discretion
and/or by direction of the General Assembly or State Board, consistent with the

following:
1.1. Adoption

1.1.1. These Bylaws shall be adopted by an affirmative vote of a majority of Board
members that are present and eligible to vote, but by no fewer than eight (8)
members voting in the affirmative.

1.1.2. The adoption is contingent upon each Board member receiving a complete set
of the Bylaws no less than seven (7) business days in advance of a regular or
special meeting, not including weekends or holidays.

1.2. Amendment

1.2.1. These Bylaws may be amended, as requested by any member of the Board,
making such a request at any regular or special meetings of the Board.

1.2.1.1. The proposed amendment shall be referred by the Board Chair to the
Executive Committee, or any other standing or ad hoc committee if
subject-matter expertise is required.

1.2.2. The Chair shall allow such time for consideration and re-write of an
amendment to allow for thoughtful discussion and deliberation by Board

members.

1.2.2.1. The decision to amend these Bylaws shall be made at a regular or special
meeting of the Board in the same manner as defined for adoption of the

Bylaws.

Article X — Severability

Section 1: If any section or provision of these Bylaws is declared invalid or unenforceable by any
regulatory entity, it does not affect the validity of the Bylaws as a whole, or any part other
than the part so declared to be invalid or unenforceable.

Page 41 of 41



Section 2

General Administration



2.2 Mission Statement Review

Last Revised: February 2025

Policy Statement: Piedmont Community College (PCC) reviews and updates the College’s
Mission Statement in conjunction with the College’s Strategic Plan.

Purpose/Definitions:
Purpose

The purpose of this policy is to set guidelines for making sure the mission statement is reviewed
and updated as needed.

Definitions

Mission Statement—a declaration of an organization’s core purpose and focus.

Approval/Monitoring Authority: Piedmont Community College’s Board of Trustees has
approval authority for this policy. The Director, Research and Institutional Effectiveness has
monitoring authority for this policy.

Procedure:
Section 1: Review Steps

1.1. The Institutional Effectiveness Committee solicits recommendations for revisions to
the Mission Statement from faculty, staff, and students.

1.1.1. The mission statement will be reviewed at least every ten years, in alighnment with
the College’s strategic plan.

1.2. The Institutional Effectiveness Committee reviews and drafts any updates to the
Mission Statement.

1.3. The Institutional Effectiveness Committee forwards the revised Mission Statement to
faculty, staff, and students for review and input.
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1.4. The Institutional Effectiveness Committee conducts a final review and votes to
approve the revised Mission Statement.

1.5. The Mission Statement is forwarded to the College’s Board of Trustees for review and
approval.

1.6. The approved Mission Statement will be posted on the College web site and other
appropriate publications.

Legal Citation: Core Requirement 2.1, Comprehensive Standard 4.2a. The Principles of
Accreditation: Foundations for Quality Enhancement — Southern Association of Colleges and
Schools

History: Effective December 1980; Revised August 1985, October 1989, January 1992, April
1995, January 1997, April 2001, July 2009, January 2011, February 2021, November 2021,
February 2025
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2.3 Affirmative Action and Equal Opportunity Plan

Last Revised: May 2025

Policy: Piedmont Community College (PCC) does not discriminate against any person in its
employment practices on the basis of race, color, religion, sex,national origin, or any other
legally protected status.

Purpose/Definitions:
Purpose

The purpose of this policy is to ensure all discriminating conditions, whether practiced
purposefully or inadvertently, will be eliminated. Employment and personnel policies will be
carefully and systematically examined to ensure these policies do not operate to the detriment
of any person(s) on the grounds of race, color, religion, sex, national origin, or any other legally
protected status.

Definitions
Affirmative action—a set of procedures designed to eliminate unlawful discrimination among

applicants, remedy the results of such prior discrimination, and prevent such discrimination in
the future (https://www.law.cornell.edu/wex/affirmative action).

Equal opportunity—providing everyone the same opportunities for employment, pay, and
promotion, without discriminating against particular groups
(https://www.collinsdictionary.com/us/dictionary/english/equal-opportunity).

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President; Vice President, Administrative
Services/CFO; Vice President, Information Technology/CIO; Vice President, Instruction; and Vice
President, Student Development have monitoring authority.
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Procedure:

Section 1:
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Affirmative Action and Equal Employment Opportunity (AA/EEQ) Officer Duties
and Responsibilities

1.1. The President will delegate authority and fix responsibility upon the Vice President,

Administrative Services/CFO for the organization and management of the Affirmative
Action and Equal Employment Opportunity (AA/EEQ) Plan.

1.1.1.

When acting in this capacity, the Vice President, Administrative Services/CFO will
be referred to as the AA/EEO Officer.

1.2. The AA/EEO Officer will coordinate efforts with the administrative staff of the College
to establish the AA/EEO Plan and to provide staff supervision and services to all

1.3.

1.4.

divisions and departments regarding the AA/EEO Plan.

The AA/EEO Officer assures all hiring managers are aware of the requirements of the

AA/EEO Plan to ensure the areas are making good faith efforts with respect to the

implementation of this policy.

The AA/EEO Officer is responsible for the preparation and recommendation to the

President of any new policies and procedures needed to achieve the following

objectives of the plan:

1.4.1.

1.4.2.

1.4.3.

1.4.4.

1.4.5.

1.4.6.

maintaining census data available at all times regarding distribution of
employees

supervising all personnel functions of the College to determine the existence of
any evidence of discrimination

cooperating with any government agency to investigate complaints or to
implement equal employment opportunity procedures

preparing periodic reports on the status of the plan
monitoring the overall progress of the plan

monitoring the implementation of the AA/EEO Plan and making
recommendations to the President regarding any policy or procedure changes to
affirmative action.
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1.4.6.1.  This shall include, without limitation, the responsibility to ensure that
every application or contract document includes specific language related
to compliance with this policy.

1.4.7. conduct surveys and prepare reports, with the assistance of the President, to
determine the success or failure of the College’s AA/EEO Plan in accomplishing
objectives required for compliance.

1.4.8. prepare an annual report of the College's workforce grouped by Office of Civil
Rights (OCR) Code, with the total number of employees in each classification
enumerated by sex and race.

1.4.9. In addition, the AA/EEO Officer will

1.4.9.1. maintain a liaison with governmental officials and other groups
concerned with affirmative action and equal opportunity plans

1.4.9.2. maintain a liaison with all organizations on the local level dealing with
affirmative action

1.4.9.3. make periodic reports to the staff and faculty of the College on the
progress of the AA/EEO Plan

1.4.9.4. coordinate data gathering, data consolidation, and data analysis, and
prepare reports required by external agencies.

1.4.9.5. chair the Employee Resources Committee. (See PCC Policy 2.27
Institutional Standing Committees)

Section 2: Hiring and Termination

2.1. PCC Policy 5.15 Recruitment and Appointment includes procedures that address
recruitment, advertising, minimum posting schedule, candidate selection process, and
onboarding.

2.2. The AA/EEO Officer or designee analyzes and documents all hires and terminations by
race and sex annually.

2.3. The AA/EEO Officer analyzes the recruitment process annually.

2.3.1. The recruitment process will continue to include required written notification of
the College's Statement of Commitment to Equal Employment Opportunity.

Section 3: AA/EEOQ Officer’s Candidate Selection Responsibilities
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3.1. The AA/EEO Officer performs a periodic review of the total selection process to assure
that applications are received and that employees are selected without regard to race,
color, religion, national origin, sex, or any other legally protected status.

3.2. This review includes the application for employment, interviewing procedures,
employment standards, job description, employee specification, and the selection
process.

3.3. The AA/EEO Officer approves the Full-time Employment Recommendation form to
acknowledge that the College is in compliance with the AA/EEO Plan.

Section 4: Promotions and Transfers

4.1. The AA/EEO Officer or designee performs an analysis at least annually of promotions
based on race and sex.

4.2. The AA/EEO Officer approves each memorandum requesting promotions or transfers
to acknowledge that the College is in compliance with the AA/EEO Plan. (See PCC
Policy 5.15 Recruitment and Appointment for more information.)

4.3. In areas where it has been determined that women or minorities are underutilized,
special efforts consistent with college requirements will be made to correct the
deficiency.

Section 5: Grievance and Complaint Procedure

5.1. All grievances and complaints involving the applicability or implementation of this
policy will be processed pursuant to the provisions of Policy 5.20 Employee Grievance
Procedure.

5.2. Grievance against any educational programs must also be processed in compliance
with the latest Non-Discrimination/Equal Opportunity Standards and Employee
Grievance Procedures, to the extent that the requirements thereof are not met by the
college policies referenced above.

Section 6: Dissemination of Plan

6.1. The AA/EEO Plan will be distributed internally and externally via advertisements and
publications of the College.

6.2. The AA/EEO Plan will be made available on the College’s web site.

Section 7: Statement of Compliance
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7.1. As a member of the North Carolina Community College System, Piedmont Community
College affirms assurance of compliance with all requirements imposed by and
pursuant to Title VI of the Civil Rights Act of 1964 and the related regulations issued
subsequently, as well as all other applicable provisions of federal law and regulations
regarding equal opportunity, to the end that no person shall be excluded from
participation in, denied the benefits of, or otherwise be subjected to discrimination
regarding any activity and no individual will be denied employment at PCC on the
grounds of race, color, religion, sex, national origin, or any other legally protected
status.

7.2. In cases in which specific age, sex, physical, or mental requirements constitute bona
fide occupational qualifications—exceptions may be made in such a manner
consistent with achieving a staff of diverse and competent persons.

7.3. The College will make all reports and assurances required by any federal or state
agency relative to any matters which are the subject of this statement of compliance.

Legal Citation: N.C.G.S. 115C-321, N.C.G.S. 115D-29, N.C.G.S. 115D-77, N.C.G.S. 122C-158,
N.C.G.S. 126-22, N.C.G.S. 153A-98, N.C.G.S. 160A-168, N.C.G.S. 162A-6.1, 1C SBCCC 200.96, 1C
SBCCC 200.97

History: Effective April 1975; Revised January 1988, October 2001; Reviewed March 2010;
Revised September 2011, October 2011, August 2020—cross-references PCC Policy 5.15
Recruitment and Appointment, December 2022, February 2025, May 2025

Cross-references PCC Policies 2.12 Drug Free College and Substance Abuse, 2.27 Institutional
Standing Committees, 5.15 Recruitment and Appointment, and 5.20 Employee Grievance
Procedure
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2.4 Disability Statement

Last Revised: December 2024

Policy: Piedmont Community College (PCC) does not discriminate on the basis of disability in
the recruitment and admission of students,
and regulations.

Purpose/Definitions:
Purpose

The purpose of this policy is to ensure that individuals with disabilities are not discriminated
against by PCC.

Definitions

Person with a disability — someone who:
e has a physical or mental impairment that substantially limits one or more major life
activities,
e has a history or record of such an impairment (such as cancer that is in remission), or
e is perceived by others as having such an impairment (such as a person who has scars
from a severe burn) ADA.gov.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Accommodations

1.1. PCC encourages self-disclosure of disabilities as soon as possible to ensure that reasonable
accommodations can be made.

1.1.1.Employees/applicants who would like to request accommodations for disability should
contact the Human Resources Organizational Development Department by emailing
HR@piedmontcc.edu.
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1.1.2.Students who would like to request accommodations for disability should contact the
Counselor/Advisor Accessibility Services by calling (336)322-2159.

Section 2: Reporting

2.1. Individuals who believe the College has discriminated against them on the basis of
disability should contact the Vice President, Administrative Services/CFO, who is the
AA/EEOQ Officer of the College.

2.2. Please refer to Policy 2.3 Affirmative Action and Equal Opportunity Plan, Policy 5.20
Employee Grievance Procedure, and Policy 7.12 Student Grievance Process for
additional information.

Legal Citation: 29 U.S.C. §794 , ADA.gov

History: Effective January 1988; Revised January 2012; Procedural Revision June 2012; February
2021, December 2024
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2.4.1 Accessibility of Information and Communication Technology

Last Revised: April 2025

Policy: Piedmont Community College (PCC) will communicate information to all individuals in a
manner that enables them to achieve their academic and professional goals.

Purpose/Definitions:
Purpose

PCC is committed to providing information and communication technology that is accessible to
all, and in particular to individuals with disabilities. When requested, the College deploys
information and communication technology (ICT) that has been designed, developed, or
procured to be accessible to people with disabilities, including those who use assistive
technologies.

Definitions

Accessible—the concept that everyone within the College community, regardless of disability,
is able to access and use campus buildings, systems, and resources.

Assistive Technologies—adaptive, rehabilitative devices that promote greater independence
for individuals with disabilities by changing how these individuals interact with technology.
Examples include special input devices (e.g., head or foot mouse, puff-and-sip switches, speech
recognition), screen-reading software, and screen magnifiers.

Information and Communication Technology (ICT)—any electronic system or equipment, and
content contained therein, used for instruction, information distribution, or communication.
ICT resources include, but are not limited to, learning management systems, online
instructional lessons, Web-based services, software applications, electronic documents,
computers, hardware systems, telecommunication products, video and multimedia products,
mobile devices, and online events.

Reasonable Accommodation—provision of a modification or adjustment that will enable a
qualified individual with a disability to participate in a course of study or the essential functions
of a position. Examples of reasonable accommodations may include, but are not limited to, the
following: a) making existing facilities readily accessible and usable by persons with disabilities,
b) modified schedules, c) acquisition or modification of equipment or devices, d) appropriate
adjustment or modifications of examinations, and e) provision of qualified readers or
interpreters. The college is not required to provide accommodations that impose an undue
hardship on the institution.
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Undue Hardship—when an accommodation would require a financial cost that would exceed
the College’s resources and/or would alter the nature of the program. When faced with this
situation, the College will seek alternative solutions to meet the student/employee need.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President; the Vice President, Information
Technology/CIO; the Vice President, Instruction/CAO; and the Vice President, Student
Development; have monitoring authority for this policy.

Procedure:

Section 1:

Accessibility Monitoring

1.1. Campus facilities are monitored for physical access concerns/issues by the Director,

Facility Services.

1.2. Access to programs and activities are monitored by various College Standing

Committees:

1.2.1.

1.2.2.

1.2.3.

Section 2:

Employee Resources, to review and recommend revisions to the Affirmative
Action Plan, and to monitor compliance with the Americans with Disabilities Act
(ADA). See PCC Policy 2.3 Affirmative Action and Equal Opportunity Plan and
Policy 2.4 Disability Statement for more information.

Student Affairs, for student accessibility to programs and activities.

Technology Committee, to determine existing and future technology needs to
support both instruction and administrative applications.

Standards

2.1. Syllabus: In order for students to have notice of their rights and responsibilities,

faculty shall include a statement regarding reasonable accommodations in their

course syllabus.

2.1.1.

Standard Syllabus Statement:

If you have a disability or special need that may affect your academic
performance and are seeking accommodations, it is your responsibility to inform
the Accessibility Coordinator/Advisor as soon as possible. It is important to
request reasonable accommodations early enough to give the Office of
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Accessibility Services adequate time to consider your request and recommend
reasonable accommodations. Instructors will provide necessary reasonable
accommodations based on recommendations provided.

2.1.2. Inthe event that software or services are known not to be accessible are used in
the course, faculty must also provide notice to students as part of the syllabus
accessibility statement.

2.2. Textbooks: In keeping with best practices, faculty should give preference to textbooks
from publishers who provide alternate formats.

2.2.1. Students with print-related disabilities can request their textbooks and
instructional materials in an alternate format from Accessibility Services to
ensure equal access.

2.2.1.1. Production of alternate formats can be time-intensive, and while most files
can be provided within two weeks, others can take as long as four months
to procure for use.

2.2.1.2. Once accommodations are approved, students should request alternate
formats with sufficient time to procure the needed materials. See
Accessibility Services Manual for more details.

2.2.2. Whenever possible, alternate formats of materials for students should be
provided at the same time that the general student population is able to access
the material through regular means.

2.2.2.1. Providing textbooks and supplemental reading material lists at the time of
registration ensures that students have adequate time to partner with
Accessibility Services to ensure materials are completed prior to the first
course meeting.

2.3. Closed-Captioning and Audio Description of Audio-Visual Materials: Individuals with
hearing impairments may require closed-captioning to access the audio component of
video media, and individuals with visual impairments may require audio description to
access video content.

2.3.1. Reasonable accommodations for closed captioning and audio description for
students, faculty, and staff must be provided at the same time that the
multimedia is shown to the class or audience.
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2.3.2. Any video media material that is used for participation in a course must be
captioned and/or described.

2.3.2.1. If aninstructor or presenter is aware of a reasonable accommodation
request at least five days in advance, closed-captioning or audio-describing
is required.

2.3.2.2. If providing the captioned or audio-described version at the same time is
problematic, the video media shall not be used and alternate accessible
materials may be substituted.

2.4. Required closed-captioning or audio-describing must ensure:
2.4.1.1. accuracy (spell all words correctly),

2.4.1.2. synchronicity (ensure that the captions do not lag behind or race ahead of
the dialogue),

2.4.1.3. completeness (making sure everything gets captioned and those captions
do not use shorthand), and

2.4.1.4. placement (at a minimum, captions do not obscure visual information).

2.4.2. Departments have a responsibility to ensure closed captioning is available on
materials related to their program and/or service for which access is unrestricted
(e.g., video content available to the general public).

2.5. All departments, programs, faculty, and employees are encouraged to purchase
captioned versions of audio-visual media whenever possible.

2.5.1.1. Audio-described versions of audio-visual media are also recommended for
purchase.

2.5.1.2. In general, any non-transcribed audio and any non-captioned, non-
described video that is in current use should be updated.

2.6. Digital Signs: The use of digital signs across campus affords the opportunity to push
dynamic content to specific audiences.

2.6.1. Digital signs for use in any public program, service, or activity should be made
accessible, for example, by replication of information in an accessible medium.
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2.7. Procuring Goods and Services: Any ICT good or service procured for use in a PCC
program, service, or activity should be reviewed and made accessible to the extent
feasible in compliance with the following:

2.7.1. Deans, directors, or their designees are responsible for ensuring that requests
for proposals, contracts, or other service arrangements for the acquisition of
digital technology include requirements to adhere to Web Content Accessibility
Guidelines (WCAG) 2.0 AA Success Criteria.

2.8. For digital technology services which are widely used by the College, staff
should work with the vendor to ensure compliance regarding accessibility
standards.

2.8.1. Instructional materials should be available in multiple formats (e.g., print,
electronic, audio) if possible.

2.8.1.1. Given two (2) or more equivalent instructional materials, the instructor
should select the version with the highest levels of accessibility.

2.8.1.2. Ancillary materials (software, tutorials, recordings, videos, labs, and other
educational tools) ordered for a course should meet all current
requirements for accessibility.

Section 3: Program evaluation process

3.1. Web Standard Electronic information must meet current Web Content Accessibility
Guidelines (WCAG).

Section 4: Exceptions

4.1. Conformance to standards may not always be feasible due to the nature of the
content, the purpose of the resource, the lack of accessible solutions, or an
unreasonably high administrative or financial cost necessary to make the resource
accessible. However, these difficulties do not relieve College programs or services
from their ICT accessibility obligations.

4.1.1. College managers of programs and services must be prepared to provide content
and/or services in a suitable alternative format (e.g., electronic text file or audio
description) upon request.
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Legal Citation: American with Disabilities Act of 1990; Section 504 of the Rehabilitation Act of
1973; Section 508 of the Rehabilitation Act of 1973; WCAG Guidelines

History: Effective October 18, 2016; Revised November 2021, April 2025—Cross-references PCC
Policy 2.3 Affirmative Action and Equal Opportunity Plan and Policy 2.4 Disability Statement
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[Old] 2.6 Title IX Complaint Process (Effective August 2020)

Last Revised: October 2022

Policy: Piedmont Community College (PCC) is committed to the provision of equal opportunity
as required by North Carolina General Statute 115D-77 and by Title IX of the Education
Amendments of 1972, 20 U.S.C. Section 1681 et seq (Title IX) and its implementing regulations,
34 C.F.R. Part 106. Therefore, PCC will not discriminate on the basis of sex in the education
programs, or activities it operates.

Purpose/Definitions:
Purpose

Title IX of the Education Amendment of 1972 is a federal law that prohibits discrimination on
the basis of sex in educational programs, activities and employment practices. Therefore,
students, employees, applicants and other members of the PCC community (including without
limitation, vendors, visitors, and guests) may not be subject to discrimination or harassment or
otherwise treated adversely based upon a protected characteristic. This includes, without
limitation, sexual harassment, sexual assault, domestic violence, dating violence, and stalking.

This policy applies to conduct occurring on campus, during any College program or activity on
or off-campus, including academic programs, admissions, recruitment, financial aid,
employment, as well as certain off-campus conduct perpetrated or suffered by a PCC student,
employee, staff member, or third-party member of the College community.

The College encourages individuals to report all gender-based misconduct immediately to the
Title IX Coordinator, or another College staff or faculty member. The College will fully and
promptly investigate all allegations of gender-based misconduct and will impose disciplinary
measures, or take similar actions, as may be appropriate.

Inquiries concerning the application of Title IX and its implementing regulations may be
referred to the Title IX Coordinator, or the Office of Civil Rights of the United States Department
of Education.

Definitions

Actual knowledge—when an employee has notice of sexual harassment or allegations of sexual
harassment.
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Advisor—a person designated by one party (complainant/respondent) to ask, at the live
hearing, the other party and any witnesses all relevant questions and follow-up questions,
including those challenging credibility.

Clear and Convincing Evidence Standard—a level of burden of proof in which the evidence is
highly and substantially more likely to be true than untrue; the Decision-maker must be
convinced that the contention is highly probable (Colorado v. New Mexico, 467 U.S. 310
(1984)). This standard is a medium level of burden of proof and is a more rigorous standard to
meet than the preponderance of the evidence standard, but a less rigorous standard to meet
than proof beyond a reasonable doubt. (“Clear and Convincing Evidence,” Legal Information
Institute (Cornell Law School), accessed July 14, 2020,
https://www.law.cornell.edu/wex/clear _and convincing evidence )

Complainant—an individual who is alleged to be the victim of misconduct.

Confidential employee—an employee who is not required to make a report to the Title IX
office and will typically not share information without permission. However, they may be
required or allowed to share information in certain circumstances. For example, if a court order
is presented, if they have reason to believe that a student is at high risk for suicide or violence
toward others or if a minor is being abused. Certain positions have been identified as
confidential employees. For a list of these employees and resources, visit the Title IX webpage.

Consent—the positive cooperation in act or attitude pursuant to the exercise of free will. The
person must act freely and voluntarily and have knowledge of the nature of the act or
transaction involved. Consent can be revoked by the other person, in a manner that would
cause a reasonable person to believe consent is revoked.

Days (Business)—except as otherwise noted, days will mean business days during which the
college administrative offices are open. In computing any period of time, the day on which
notice is received will not be counted. Saturdays, Sundays and scheduled College holidays will
not be included in the computation. All processes involving Federal, State, or other statutes
must be completed in the time frame set forth in the appropriate statute or law.

Deliberate indifference—actions that are clearly unreasonable in light of the known
circumstances.

Decision-maker—a member of the College’s Title IX team who, at the live hearing, permits each
party’s Advisor to ask the other party and any witnesses all relevant questions and follow-up
guestions, including those challenging credibility. The Decision-maker is trained on issues of
relevance, including how to apply the rape shield protections provided only for complainants,
must be free from conflicts of interest or bias for or against complainants or respondents, and
cannot be the Title IX Coordinator or the Investigator. The Decision-maker issues a written
determination regarding responsibility with findings of fact, conclusions about whether the
alleged conduct occurred, rationale for the result as to each allegation, any disciplinary
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sanctions imposed on the respondent, and whether remedies will be provided to the
complainant.

Deputy Title IX Coordinator—any employee delegated with responsibility for compliance with
Title IX and this policy by the Title IX Coordinator, and acting within the scope of authority of a
Title IX Coordinator as set forth herein.

Education program or activity—includes any locations, events or circumstances where “the
school exercised substantial control over both the respondent and the context” (Davis v.
Monroe County Board of Education).

Exculpatory evidence—evidence favorable to the respondent that exonerates or tends to
exonerate the respondent of guilt.

Formal complaint—a document filed by a complainant or signed by the Title IX Coordinator
alleging sexual harassment against a respondent and requesting that the recipient investigate
the allegation of sexual harassment. The formal complaint must contain the complainant’s
signature (physical or electronic) or otherwise definitively indicate that the complainant is the
person filing the complaint. Filing a formal complaint triggers the school’s duty to initiate the
complaint process.

Grievance—a formal written statement by an individual indicating that they have been
adversely affected by a violation, misapplication, or misinterpretation of the NC General
Statutes, College policies, rules, or regulations. A grievance must specify the statute, policy,
rule, or regulation in question and the details of the alleged violation, misapplication, or
misinterpretation of same.

Inculpatory evidence—evidence that shows or tends to show a person’s involvement in an act
or evidence that can establish guilt.

Informal Resolution—a resolution option such as mediation or restorative justice, so long as
both parties give voluntary, informed, written consent to participate in such a process.

Investigator—a person appointed by the Title IX Coordinator to impartially gather facts and
evidence from the complainant, the respondent, and any material witnesses or evidence
related to the case. The Investigator is trained on issues of relevance, including how to apply
the rape shield protections provided only for complainants and cannot have direct supervisory
responsibility for either the complainant or the respondent or be an employee of the Title IX
Coordinator. Further, the Investigator may not also serve as either the Title IX Coordinator or
the Decision-maker; however, a trained Investigator not assigned to the active complaint may
be appointed by the Title IX Coordinator to act as a College-assigned Advisor.
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Notice—delivery of any written material required or allowed to be given to another under this
policy may be (i) by personal delivery, (ii) by certified or registered U. S. Mail, return receipt
requested, or (iii) by commercial courier service.

Officials with authority (OWAs)—the Title IX Coordinator, Deputy Title IX Coordinator, or any
College official with authority to implement corrective measures. The following have been
identified and designated as OWAs: Director, Campus Safety; Director, Human Resources; Vice
president, Student Development; Vice President, Instruction; Vice President, Administrative
Services, Affirmative Action/Equal Employment Opportunity Officer; Deans; Supervisors;
Faculty. Notice received by any of these OWAs constitutes actual knowledge upon which the
College’s mandatory response obligations arise under this policy.

Pervasive conduct—unwelcome influence or physical effect that spreads widely throughout an
area or group of people.

(Qualifying) complainant—an individual who is participating in or attempting to participate in
the school’s education program or activity (i.e., students, employees, applicants and, in some
cases, parents).

Report—a report of sex discrimination (including sexual harassment) made by any person, at
any time, and by any means (in person, phone, mail or email) that results in the Title IX
Coordinator receiving the person’s verbal or written report. Reports are not limited to a
school’s campus community and may come from others, such as on-campus visitors.

Respondent—an individual who has been reported to be the perpetrator of conduct that could
constitute sexual harassment or discrimination.

Sexual Discrimination—treating someone unfavorably because of that person’s sex, including
transgender status or sexual orientation.

Sexual harassment—includes any of three types of misconduct on the basis of sex and covers
conduct by employees against other employees, not just conduct directed at students.

1. “quid pro quo” harassment, when a school employee conditions access to educational
or employment benefits or status on unwelcome sexual conduct. Note that this
provision does not cover sexual conduct by students or other agents.

2. unwelcome conduct that a reasonable person would determine is so severe, pervasive,
and objectively offensive that it effectively denies a person equal access to the school’s
education or employment program or activity.

3. four components from the Clery Act (20U.S.C.§1092(f)) and the Violence Against
Women Act: sexual assault, domestic violence, dating violence and stalking. These
additions are intended to clarify that one particularly severe incident (even if not
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“pervasive”) can qualify as Title IX sexual harassment if it falls within any of these
definitions.

Supportive Measures—individualized, non-disciplinary, non-punitive individualized services
offered as appropriate, as reasonably available, and without fee or charge to the complainant
or the respondent. These measures are designed to preserve the complainant’s access to
education or employment without unreasonably burdening the respondent.

Time—in computing any period of time prescribed or allowed by this policy, the day of receipt
of the document is not to be included. The last day of the period so computed is to be included
unless it is not a business day as defined in this policy, in which event the period runs until the
end of the next day which is a business day.

Title IX Coordinator—an official of the College with authority to coordinate the College’s efforts
to comply with Title IX responsibilities including instituting corrective measures on the College’s
behalf when a verbal or written report is received of an alleged incident of sexual
discrimination, including sexual harassment, in person, by U.S. Mail, by telephone, by email, or
by any other means that results in the Coordinator receiving the report.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO and Vice
President, Student Development will have monitoring authority for this policy.

Procedure:
Section 1: Reporting Gender-based Misconduct

1.1. Anyindividual who thinks they have been discriminated against on the basis of
gender should contact the Vice President, Student Development who is the College’s
Title IX Coordinator or the College’s Deputy Title IX Coordinator.

1.2. Any employee who is not a designated confidential employee and who has
knowledge of an individual who thinks they have been discriminated against on the
basis of gender has a duty to contact either the Title IX Coordinator, Deputy Title IX
Coordinator, or any Official with Authority (OWA).

1.3. The Title IX Coordinator may be contacted in any of the following ways:

1.3.1. Direct meeting with the Title IX Coordinator, Building E, Room 146 or the Deputy
Title IX Coordinator
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1.3.2.

1.3.3.

Email: titleix@piedmontcc.edu

College website link

1.4. To be classified as a Title IX complaint, the following criteria must be met:

1.4.1.

1.4.2.

1.4.3.

The incident occurred within an educational or employment program or activity
in the United States where the College exerts substantial control over the
program/activity.

The complaint must be filed by a qualifying complainant.

The complaint pertains to sexual discrimination, sexual harassment, parenting,
or pregnancy-related incidences.

1.5. Complaints that do not meet the criteria in item 1.4 will be handled through one of

the College’s other grievance processes.

1.5.1.

1.5.2.

Section 2:

Students should refer to Policy 7.12 Student Grievance Process for information
specific to non-Title IX complaints.

Employees should refer to Policies 2.3 Affirmative Action and Equal Opportunity
Plan, 2.17 Unlawful Harassment, 2.18 Sexual Assault, and/or 5.20 Employee
Grievance Procedure for information specific to complaints involving employees.

Title IX Coordinator Response upon Receiving a Report of Sexual Discrimination

2.1. Onreceiving a report, the Title IX Coordinator will, within ten (10) days of receipt:

2.1.1.

2.1.2.

2.1.3.

2.1.4.

2.1.5.

2.1.6.

2.1.7.

contact the complainant, i.e., the alleged victim (if that person can be identified)
offer the complainant Supportive Measures

explain the process of filing a formal complaint

explain the entire Title IX process

explain that Supportive Measures can be available with or without a formal
complaint

contact the respondent, who must also be offered Supportive Measures

consider the complainant’s and the respondent’s wishes regarding Supportive
Measures
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2.1.8. if Supportive Measures are refused by the complainant or respondent, the Title
IX Coordinator must document why they did not provide a complainant with
Supportive Measures

2.2. Upon receipt of a formal complaint, the Title IX Coordinator will, within fifteen (15)
days of receipt:

2.2.1. Send written notice to both parties (complainants and respondents) of the
allegations

2.2.2. Assign an Investigator to investigate the allegations

2.3. TheTitle IX Coordinator may initiate the complaint process if they believe a non-
deliberately indifferent response to the allegations requires an investigation. Note: If
proceeding against the wishes of the complainant, the Title IX Coordinator should do
so thoughtfully, not automatically, and written documentation of the decision to
proceed or not to proceed should be generated and retained.

Section 3: Supportive Measures

3.1. Supportive Measures should be coordinated by the Title IX Coordinator and kept
confidential to the extent reasonably possible.

3.2. Supportive Measures should be equitably offered to both the complainant and the
respondent, and may include, but are not limited to or required to include, one or
more of the following or additional relevant measures:

3.2.1. Referral to counseling and health services

3.2.2. extensions of deadlines or other course-related adjustments
3.2.3. modifications of work or class schedules

3.2.4. campus escort services

3.2.5. mutual contact restrictions

3.2.6. altering work arrangements for employees

3.2.7. leaves of absence (employees)

3.2.8. increased security and monitoring of certain areas of campus
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Section 4: Informal Resolution

4.1. An Informal Resolution can only be offered if a formal complaint is filed.

4.2. AnInformal Resolution may not be forced upon either the complainant or the
respondent.

4.3. Voluntary, informed written consent from both parties must be obtained if an
Informal Resolution is chosen to resolve the complaint.

4.4. The College will not offer or facilitate an Informal Resolution process to resolve
allegations that an employee sexually harassed a student.

4.,5. At any time, either party has the right to withdraw from the Informal Resolution
process and resume the resolution process with respect to the formal complaint.

Section 5: Investigation

5.1. The Investigator will impartially gather facts and evidence from the complainant, the
respondent, and any material witnesses or evidence related to the case.

5.2. The burden of gathering evidence and burden of proof must remain on the College,
not on the parties.

5.3. The Investigator will provide equal opportunity for the parties to present facts and
expert witnesses and other inculpatory and exculpatory evidence.

5.4. The Investigator must not restrict the ability of the parties to discuss the allegations
or gather evidence (e.g., no “gag orders”).

5.5. TheTitle IX Coordinator will assign an Advisor to both parties when an Investigator is
assigned to the complaint; however, either party may select an Advisor of their
choice who may be, but need not be, an attorney.

5.5.1. |If either party chooses not to use the College-assigned Advisor, they have five (5)
days to notify the Title IX Coordinator of their choice, including name and
contact information.

5.6. Once appointed, the Investigator must send written notice of any investigative
interviews, meetings, or hearings to the involved parties within thirty (30) days.

5.7. The Investigator must send the parties, and their Advisors, evidence directly related
to the allegation(s), in electronic format or hard copy, with at least ten (10) days for
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the parties to inspect, review, and respond to the evidence before the Investigator
may send an investigative report to the Title IX Coordinator.

5.8. TheTitle IX Coordinator must send the parties, their Advisors, and the Decision-
maker the investigative report that fairly summarizes relevant evidence, in electronic
format or hard copy, at least ten (10) days in advance of the live hearing.

5.8.1. Both parties have the right, if they choose, to provide a written response to the
investigative report prior to the hearing.

5.9. The Title IX Coordinator may, in their discretion, dismiss a formal complaint or
allegations therein for any of the following reasons:

5.9.1. the complainant informs the Title IX Coordinator in writing that the complainant
desires to withdraw the formal complaint or allegations therein

5.9.2. therespondent is no longer enrolled or employed by the College

5.9.3. specific circumstances prevent the College from gathering sufficient evidence to
reach a determination

5.10. The Title IX Coordinator must give the parties written notice of a dismissal
(mandatory or discretionary) and the reasons for the dismissal.

5.11. The Title IX Coordinator may, in their discretion, consolidate formal complaints where
the allegations arise out of the same facts.

5.12. The College may not access or use a party’s medical, psychological, and similar
treatment records unless the College obtains the party’s voluntary, written consent
to do so.

Section 6: Live Hearing

6.1. The Title IX complaint resolution process includes a live hearing to be scheduled by
the Title IX Coordinator.

6.2. Atthe live hearing, the Decision-maker(s) must permit each party’s Advisor to ask the
other party and any witnesses all relevant questions and follow-up questions,
including those challenging credibility.

6.3. Cross-examination at the live hearing must be conducted directly, orally, and in real
time by the party’s Advisor of choice and never by a party personally.
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6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

Section 7:

7.1.

7.2.

At the request of either party, the Title IX Coordinator must provide for the entire live
hearing (including cross-examination) to occur with the parties located in separate
rooms with technology enabling the parties to see and hear each other.

Only relevant cross-examination and other questions may be asked of a party or
witness in compliance with rape shield protections and other limitations.

If a party does not have an Advisor present at the live hearing, the Title IX
Coordinator will provide, without fee or charge to that party, an Advisor of the
College’s choice who may be, but is not required to be, an attorney to conduct cross-
examination on behalf of that party.

If a party or witness does not submit to cross-examination at the live hearing, the
Decision-maker(s) must not rely on any statement of that party or witness in reaching
a determination regarding responsibility; provided, however, that the Decision-
maker(s) cannot draw an inference about the determination regarding responsibility
based solely on a party’s or witness’s absence from the live hearing or refusal to
answer cross-examination or other questions.

Live hearings may be conducted with all parties physically present in the same
geographic location or, at the Title IX Coordinator’s discretion, any or all parties,
witnesses, and other participants may appear at the live hearing virtually.

The Title IX Coordinator must create an audio or audiovisual recording, or transcript,
of any live hearing.

Standard of Evidence & Written Determination

The Decision-maker will apply the clear and convincing evidence standard for all
formal complaints, whether the respondent is a student or an employee (including
faculty member).

The Decision-maker must issue a written determination regarding responsibility with

7.2.1. findings of fact

7.2.2. conclusions about whether the alleged conduct occurred

7.2.3. rationale for the result as to each allegation

7.2.4. any disciplinary sanctions imposed on the respondent

7.2.5. whether remedies will be provided to the complainant
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7.3.

Section 8:

8.1.

The Title IX Coordinator will send the Decision-maker’s written determination
simultaneously to the parties along with information about how to file an appeal.

Appeals

Either party may appeal a determination regarding responsibility, and from the
College’s dismissal of a formal complaint or any allegation therein, on the following
basis

8.1.1. Procedural irregularity that affected the outcome of the matter

8.1.2. Newly discovered evidence that could affect the outcome of the matter

8.1.3. Title IX Coordinator, the Investigator, or the Decision-maker had a conflict of

interest or bias that affected the outcome of the matter

8.1.4. The Decision-maker’s determination is not supported by clear and convincing

8.2.

evidence

IX appeals should be made, in writing to the Title IX Coordinator within ten (10) days
from receipt of the written determination, who will convene an ad hoc committee of
three appropriately trained College personnel to review all documentation relevant
to the complaint process.

8.2.1. The committee shall, within ten (10) days of receipt by the Title IX Coordinator of

the written notice of appeal, make a written recommendation to the President
to approve, disapprove or modify the recommendation of the Decision-maker.

8.2.2. The President will review the work of the committee and make a decision, within

Section 9:

9.1.

9.2.

ten (10) days of receipt of the committee recommendation, to approve,
disapprove or modify the recommendation of the committee.

Retaliation Prohibited

College expressly prohibits retaliation. Complaints alleging retaliation may be filed
according to PCC Policy 2.32 Non-Retaliation (for employee complainants) or PCC
Policy 7.12 Student Grievance Process (for student complainants).

An individual with code of conduct violations that do not involve sexual harassment
but arise out of the same facts or circumstances as a report or formal complaint of
sexual harassment, for the purpose of interfering with any right or privilege secured
by Title IX, constitutes retaliation.
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9.3. The College must keep confidential the identity of complainants, respondents, and
witnesses, except as may be permitted by FERPA, as otherwise required by law, or as
necessary to carry out a Title IX proceeding.

9.4. The exercise of free speech rights protected under the First Amendment to the U. S.
Constitution does not constitute retaliation.

9.5. Charging an individual with a code of conduct violation for making a materially false
statement in bad faith in the course of a Title IX complaint proceeding does not
constitute retaliation; however, a determination regarding responsibility, alone, is
not sufficient to conclude that any party made a bad faith materially false statement.

Legal Citation: Title IX of the Education Amendments of 1972 (U.S.C. §1681 - §1688), N.C.G.S.
115D-77; Colorado v. New Mexico, 467 U.S. 310 (1984); Gebser v. Lago Vista Independent
School Dist., 524 U.S. 274 (1998); Davis v. Monroe County Bd. of Ed., 526 U.S. 629 (1999);

History: Effective January 1988; Reviewed February 2010; Revised September 2011, October
2011, November 2020; May 2022—definitions updated, *** 2022

Cross-references PCC Policies 2.3 Affirmative Action and Equal Opportunity Plan, 2.17 Unlawful
Harassment, 2.18 Sexual Assault, Policy 2.32 Non-Retaliation, 5.20 Employee Grievance
Procedure, and 7.12 Student Grievance Process
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2.7 Campus Traffic and Parking

Last Revised: October 2022

Policy: Piedmont Community College (PCC) regulates traffic and parking on its campuses as a
necessary component of the management and administration of the institution.

Purpose/Definitions:

Purpose

The purpose of this policy is to ensure an orderly flow of traffic and parking, which is essential
to efficient daily operations of the College.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority.

Procedure:
Section 1: General Provisions

1.1. The operator of any vehicle shall obey the lawful instruction of any authorized
employee of PCC and of any official traffic sign or control device applicable thereto
placed in accordance with the provisions of these regulations.

1.1.1. Vehicles, other than service vehicles with authorization, are prohibited from
driving or parking in locations other than established roadways or parking areas.

1.2. The College is not responsible for any motor vehicle or its contents while parked on
campus.
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1.2.1. The operator assumes all risk of accident and expressly agrees that the College
will not be liable under any circumstances for injury to person, or loss or damage
to property.

1.2.2. All accidents or thefts involving motor vehicles or their contents occurring on the
College campus should be immediately reported to Safety and Security or to the
Switchboard.

1.3. Nothing in these traffic rules and regulations shall be deemed to prohibit service
vehicles, or their agents or any utility company, from making their stops for the
establishment and maintenance of streets, grounds, water supply, and utility lines.

Section 2: Parking for Handicapped Persons

2.1. Handicapped persons must obtain and display a special handicap permit from the
North Carolina Division of Motor Vehicles in order to park in spaces designated for the
handicapped.

2.2. Handicapped parking is available in eaeh campus parking lots.

2.3. The Sheriff’s Department will enforce N.C. law by issuing citations for illegal parking in
handicapped spaces.

Section 3: Parking Regulations

3.1. To effectively utilize and control available campus parking spaces and facilities for the
benefit and maximum convenience of visitors, students, and employees:

3.1.1. No person shall stop, idle, or park any vehicle in any street or roadway except for
the purpose of parking or stopping as established in these regulations, unless
such stop is made necessary by

3.1.1.1. the approach of an emergency vehicle

3.1.1.2. the approach of any procession which is given the right-of-way
3.1.1.3. the stopping of a public conveyance

3.1.1.4. the giving of traffic signals

3.1.1.5. the passing of some other vehicle or pedestrian

3.1.1.6. some emergency; and in any case covered by these exceptions, obstruct
any crosswalk, walkway, or intersection
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3.1.2. No person shall park a vehicle at any time on campus except in spaces marked or
designated for parking.

3.1.2.1. Where signs are placed, erected, or installed, giving notice thereof, or the
curbing or street has been painted in such manner as to give notice in lieu
of signs,

3.1.2.1.1. such areas are designated as no parking areas, and

3.1.2.1.2. no person shall park in these designated areas or places unless
authorized to do so by proper authority.

3.1.2.2. Where a particular angle or manner of parking is indicated in a parking area
or parking lot by signs or markings,

3.1.2.2.1. no person shall park a vehicle except at the angle or in the manner
so indicated; and

3.1.2.2.2. no vehicle shall be parked in such a manner as to occupy more than
the space indicated with lines, signs, or markings for one vehicle.

3.1.3. Parking in the following places is hereby prohibited:

3.1.3.1. onsidewalks or walkways, except by permission of the Vice President,
Administrative Services/CFO

3.1.3.2. ongrass orlawns
3.1.3.3. infront of a public driveway
3.1.3.4. within anintersection or crosswalk

3.1.3.5. inthe roadway beside any vehicle, i.e., double parking, whether the vehicle
is parked parallel or horizontal, unless zoned for legal parking

3.1.3.6. indriving lanes of parking areas, when such lanes are clearly indicated, or
on the grass or in landscaped areas

3.1.3.7. inthe approaches or other portions of a parking area which are not clearly
marked for parking

3.1.3.8. inservice entrances or trash receptacle areas

3.1.4. No person shall stand or park a vehicle upon any street, parking space, parking
lot, parking area, roadway, alley, or driveway for the principal purpose of:
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3.1.4.1. displaying the vehicle for sale

3.1.4.2. washing, servicing, or repairing the vehicle, except in the case of repairs
necessitated by an emergency or as conducted by college service personnel

3.1.4.3. storage which is not incident to the bona fide use and operation of the
vehicle

3.1.4.4. storage of any detached trailer or semi-trailer when the towing unit has
been disconnected, except when permission is granted by the Vice
President, Administrative Services/CFO

Section 4: Parking Penalties for Non-Handicapped Areas
4.1. The following acts shall constitute a violation of parking regulations:

4.1.1. parking in a no-parking area, such as a restricted parking lot or an unmarked
parking space (whether on pavement or grass),

4.1.2. parkingin a reserved parking space,

4.1.3. blocking access to a building or driveway, or

4.1.4. abandoning a vehicle on campus without authorization for more than 24 hours
4.2. Violation of parking regulations shall be punishable as follows:

4.2.1. For the first three violations, a written warning will be placed on the motor
vehicle.

4.2.1.1. These violations will be tracked by the College Safety Office.

4.2.2. For the fourth violation or any thereafter, the motor vehicle will be towed from
campus at the owner's expense.

4.2.2.1. The local law enforcement 911 “next list” determines which towing
company will be contacted.

4.2.2.2. Individual towing companies are employed, in turn, in sequential order.
Section 5: Immediate Towing of Vehicles at Owner’s Expense

5.1. The Vice President, Administrative Services/CFO or designee shall have the authority
to impound or remove to a place of storage at the owner’s expense any vehicle
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stopped or parked that blocks the normal movement of traffic, creates a safety
hazard, or endangers life and property.

5.2. Other grounds for impounding or removal include parking in an area reserved for a
special event, using an authorized or unauthorized parking place for dormant storage,
or parking an unauthorized vehicle in a reserved or visitor parking space.

5.3.  Any vehicle whose operation and parking privileges have been suspended from the
campus or any vehicle illegally parked in areas designated by signs and/or painted
lines as “No Parking” areas will also be subject to impoundment or removal.

Section 6: Operation of Vehicles

6.1. Speed limit(s) on campus shall be determined and fixed by Trustees pursuant to
N.C.G.S. 115D-14.

6.2. Signs indicating the speed limit(s) will be displayed in places where they may be easily
seen.

6.2.1. In lieu of posted signs, the campus speed limit is 15 miles per hour.

6.3. When “Stop” signs or signals are erected upon parking lots, streets, roadways, or
alleys of the campus, every driver of a vehicle shall stop at every sign or signal or at a
clearly marked pedestrian crossing stop line before entering the street or intersection.

6.4. The penalty for violation of any of the regulations prescribed in this policy shall be a
criminal penalty as provided by North Carolina General Statutes Chapter 20.

Section 7: Application of North Carolina General Statute

7.1. North Carolina General Statute 115D-21(a) regulates motor vehicle operation on the

Piedmont Community College campuses.

7.1.1. These regulations are intended only to supplement the statewide motor vehicle
laws, all provisions of which, under the terms of N.C.G.S. 115D-21(a).

7.1.2. The provisions of these regulations shall apply to the operators of all public or
private vehicles, and these provisions will be in force twenty-four hours a day
except as herein provided.

7.2. All of the provisions of Chapter 20 of the General Statutes relating to the use of
highways of the State of North Carolina and the operation of motor vehicles thereon
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shall apply to the streets, roads, alleys and driveways on the campuses of all
institutions in the North Carolina Community College System.

7.3. Any person violating any of the provisions of Chapter 20 of the General Statutes in or
on the streets, roads, alleys and driveways on the campuses of institutions in the
North Carolina Community College System shall, upon conviction thereof, be punished
as prescribed in this section and as provided by Chapter 20 of the General Statutes
relating to motor vehicles.

7.4. Furthermore, law enforcement officers of the state of North Carolina are hereby
authorized to enforce the aforesaid laws on the campus and parking lots of Piedmont
Community College.

Legal Citation: N.C.G.S. 20; N.C.G.S. 115D-14; N.C.G.S. 115D-21(a)

History: Effective July 1978; Revised January 1986, January 1988, April 1991, July 1992, October
2011, January 2021, October 2022
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2.8 No Hunting

Last Revised: October 2024

Policy: Piedmont Community College (PCC) does not allow hunting on educational property
used by PCC.

Purpose/Definitions:

Purpose

The purpose of this policy is to forbid hunting on educational property used by PCC.
Definitions

Educational property—any school building or bus, school campus, grounds, recreational area,
athletic field, or other property owned, used, or operated by any board of education or school
board of trustees, or directors for the administration of any school.

School—a public or private school, community college, college, or university.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Consequences of Hunting on Campus

1.1. Employees caught hunting on educational property used by PCC will be subject to PCC
Policy 5.19 Employee Disciplinary Policy.

1.1.1. Employees may also be subject to applicable criminal charges.

1.2. Students caught hunting on educational property used by PCC will be subject to PCC
Policy 7.5 Code of Conduct.

1.2.1. Students may also be subject to applicable criminal charges.
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1.3. Visitors caught hunting on educational property used by PCC will be asked by
authorized personnel to leave.

1.3.1. Visitors may also be subject to applicable criminal charges.

Legal Citation: N/A

History: Effective September 1978; revised January 1988, January 2011; November 2021,
October 2024

Cross-references PCC Policy 5.19 Employee Disciplinary Policy and Policy 7.5 Code of Conduct.
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2.9 Accountability and Integrity Plan - Continuing Education

Last Revised: November 2024

Policy: Piedmont Community College (PCC) will maintain appropriate internal auditing and
accountability procedures for Continuing Education programs. All procedures will be consistent
with recommendations of the North Carolina State Board of Community Colleges and the
mission of the College.

Purpose/Definitions:
Purpose

PCC is mandated through the North Carolina State Board of Community College Code to
provide an internal program accountability plan and to review programs provided to ensure
that training is relevant to the workforce, responds to training needs and is responsible for
state funds. PCC provides quality Continuing Education programs for both workforce
development and personal enrichment. The Accountability and Integrity Plan for Continuing
Education program management includes Governance, Academic Integrity, and Market Forces.
The Continuing Education Accountability and Integrity Plan shall define a system of checks and
balances to prevent and detect errors or irregularities when reporting hours for FTE purposes
and establish a framework for defining program quality and improvement procedures by
including a class visitation plan. (1D SBCCC 300.4(a)(1))

Definitions

Academic Integrity—activities that ensure program quality, integrity, and relevance.

Distance Education—an approach to learning where instruction takes place outside the
traditional classroom setting. Instructors use electronic or a blend of face-to-face and electronic

delivery methods to develop and furnish content for instruction and interaction with students.

Governance—activities that ensure credibility, establish equitable provision of services, and
assure appropriate actions by staff.

Market Forces—activities that align industry and workforce interests with institutional actions.

Meeting schedule—the dates and times assigned to a course as meeting dates of the course.
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Off-campus course—any course not held in institutionally owned or leased property.
On-site course—any course that is held on the Person or Caswell County Campus or other PCC
owned facilities.

Service area—the geographic area to which the State Board of Community Colleges has
assigned a particular community college the authority and responsibility to provide education
and training services for constituents. Service area of PCC is Person and Caswell counties.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Instruction/CAO has monitoring
authority for this policy.

Procedure:
Section 1: Accountability and Integrity Plan (Exhibit 2.9A)

1.1. The Accountability and Integrity Plan (Exhibit 2.9A) will be reviewed at least once
every three years by the local college Board of Trustees and submitted to the
Workforce Continuing Education (WCE) Division of the NCCCS as referenced in 1D
SBCCC 300.4(a).

Section 2: Class Visitation Plan (Exhibit 2.9B)

2.1. The College will publish, maintain, and utilize a Class Visitation procedure quality
oversight document as referenced in 1G SBCCC 400.3(c)(2).

2.2. Areport of the Class Visitation Plan and results will be reported to the Board of
Trustees annually.

Legal Citation: 1D SBCCC 300.4 (Program Management); 1B SBCCC 400.3; 1G SBCCC 400.3(c)(2)

History: Effective December 1986; Revised October 1987, January 1988, July 1990, January
1996, April 1999, July 2000, October 2001, January 2011, April 2017, June 2021, November
2024 content from PCC Policy 2.9.1 Course Visitation Plan - Continuing Education was updated
and moved into this policy.
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Exhibit 2.9A
2024-2027 Accountability and Integrity Plan

GOVERNANCE

Goal 1: Accountability and integrity of operational functions for enroliment.
Objective 1: To assure student enrollment is properly documented.

Strategies: Student signatures, either physical or electronic, are required for student
membership verification on appropriate forms (class receipt forms, class
registration forms, fee rosters, etc.)

Strategies: The attendance roster must be signed or submitted electronically by an
instructor.

Strategies: If the class does not meet physically, attendance will be verified through a
report generated within a learning management system showing
student activity.

Strategies: These documents are kept in class audit files which are then forwarded to
Piedmont Community College’s compliance office for review by Compliance
Officers of the North Carolina Community College System.

Objective 2: To assure student payment is properly documented for enrollment within all
class audit files.

Strategies: Copies of receipts are placed in the audit file as evidence of payment of the
applicable registration fee by the student. This evidence must link a specific
student’s payment to the specific class paid (1E SBCCC 200.2 Time Due,
Deferred Payment, Failure to Pay), N.C.G.S. 115D-5(b), N.C.G.S. 115D-2(a)

Strategies: A signed class roster with notation of the agency affiliation is included in

the audit file as proof of obtainment of a waiver as defined in 1E SBCCC
800.2 General Provisions, N.C.G.S. 115B-2, and N.C.G.S. 115D-5(b).

Goal 2: Operational Accountability for Data Reporting and Compliance
Objective 1: To assure all audit files are accurate for audit purposes.

Strategies: All audit files will be reviewed by the appropriate dean for accuracy prior to
submission to the compliance office.
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Objective 2: To ensure all audit files are completed in a timely manner.

Strategies: All audit files will be submitted within two weeks of course completion to
the Deans and will be forwarded to the compliance office.

Objective 3: To ensure oversight and reporting in compliance according to the State Board
Code.

Strategies: The Vice President, Instruction will present every three years the College’s
Accountability and Integrity Plan for Continuing Education to Piedmont
Community College Board of Trustees for approval.

Strategies: After Board of Trustees Approval, the Vice President of Instruction will
submit a copy of the College’s Accountability and Integrity Plan to the
Workforce/Continuing Education (WCE) Division of the North Carolina
Community College System (NCCCS).

Strategies: Documentation of local board approval for the Accountability and Integrity
Plan will be forwarded to the PCC Compliance Office.

Strategies: The Vice President, Instruction presents Class Visitation Plan schedule and
results annually to Piedmont Community College Board of Trustees
Curriculum Committee and to Piedmont Community College Board of
Trustees. The Class Visitation Plan is forwarded to the PCC Compliance
Office after Board approval.

ACADEMIC INTEGRITY

Goal 1: All courses offered through the Continuing Education Division shall be consistent with
the Mission and Goals of the NC Community College System and Piedmont Community
College.

Objective 1: To provide quality instruction.

Strategies: All courses must be approved courses listed on the North Carolina
Community College System Master Course List.

Strategies: Any courses that do not appear in the Master Course List must be approved
in writing by the Vice President, Instruction and submitted to the North
Carolina Community College System seeking addition to the Master Course
Listing prior to being offered.
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Strategies: A database of all Continuing Education courses shall be maintained
electronically on the College’s database/common course library and will
include day, time, and location. Directions to all off-campus classes must be
on file with the Instructional Division.

Strategies: All courses must have Student Learning Objectives listed on the Course
Approval Form.

Goal 2: To provide high quality faculty inside the classroom.

Objective 1: All instructors will have the background, knowledge, and skills to be effective in
the course or training to which they are assigned.

Strategies: To provide professional development in quality matters for online
instructors.

Strategies: To ensure that all full-time and part-time instructors have access to
professional development as needed to stay abreast of new technologies
and program updates.

Goal 3: To provide quality programming.
Objective 1: All programs/courses leading to an industry recognized credential must comply
with the awarding agency/organization and will stay in compliance with

accreditation requirements.

Strategies: To stay abreast of all the changes and updates with the awarding
agency/organization.

Strategies: Deans will track passing rates for programs leading to a state or national
awarded licenses for nursing and CDL.

Objective 2: Adult Basic Education and Family Literacy Program will provide quality courses
that result in meeting national and state performance indicators.

Strategies: Gains will be input into the Advansys system and reported.

Goal 4:To provide oversight through an approved and published Class Visitation Plan (see
Exhibit 2.9b).

Objective 1: PCC Deans or their designees follow and document a visitation schedule plan.

Strategies: Class visitation plan and results need to be submitted annually to the Board
of Trustees.
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Strategies: A class visitation report is submitted each semester (including Fall, Summer,
and Spring terms) and kept on file in the Dean’s office. Documentation of
local board approval will be forwarded to the PCC Compliance Office.

MARKET FORCES

Goal 1: Piedmont Community College will leverage resources.
Objective 1: Continuing Education personnel participate with local and regional economic
development, workforce development, and other committees that facilitate
the advancement of the College’s mission.

Strategies: Provide office space for NCWorks one-stop at the BDEC.

Strategies: Co-locate Adult Education and Family Literacy Program with the
Employability Lab and Small Business Center.

Strategies: College personnel serving on the Chamber of Commerce, Economic
Development, and other community committees.

Objective 2: PCC will collaborate with local education agencies.

Strategies: Multiple College personnel serve on the high school CTE advisory
committees.

Strategies: College personnel and high school personnel work together to plan CCP
Pathways. Completion of pathways and degrees and certificates are
tracked and reported by CCP personnel in their annual report and to our
local high school partners.

Strategies: PCC provides Career and College Promise Coaches within Person and
Caswell high schools.

Goal 2: To meet Industry and Economic Development needs.

Objective 1: To ensure PCC programs align with workforce needs.

Strategies: All PCC advisory committees will include information for our business and
industry partners for both Curriculum Programs and Continuing Education
Programs that are longer than 96 contact hours and lead to industry
recognized credentials.
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Strategies: PCC will track success, credential awards, and job placements when
possible. This data will be available to potential employers and to advisory
committees. Each department will submit information at the conclusion of
a semester and these reports will be compiled annually.

Strategies: Continuing Education will develop programs that positively impact
employability of the workforce for our area. Work based learning
opportunities, internships, practicums, and/or clinicals have been included
in programs.

Strategies: Expanding opportunities for faculty to participate in externship within local
industry.
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Exhibit 2.9B
Class Visitation Plan — Continuing Education

Purpose: PCC is mandated through the North Carolina State Board of Community College
Code to conduct CE course visits to ensure that academic integrity is maintained,
and that quality training is provided by qualified instructors, is relevant to the
workforce, is responsive to training needs of the service area, and follows
defined meeting schedules.

Section | Instructor and Course Delivery Observation Schedule

1. Deans or their designees will observe a minimum of 20% of all courses with greater than
24 contact hours in various modalities or delivery methods each semester.

2. All adjunct instructors who teach courses greater than 24 hours will be observed at least
once annually for their first three years of employment. Thereafter, they will be
observed on a three-year rotating basis.

3. All full-time faculty who teach courses greater than 24 hours will be observed at least
once annually for their first three years of employment. Class observations then will be
on a three-year rotating basis unless they received “Needs Improvement” or
“Unsatisfactory” rating in any category on their evaluation. If they received either of
these ratings, these instructors would remain on an annual observation schedule.

4. Student surveys and/or evaluations are encouraged at the conclusion of each course.
Self-supporting and community service courses, and courses of 24 hours or less are
excluded. Deans or their designee will review these student evaluations or surveys and
determine if additional course visits are required. Self-supporting and community
service courses, and courses of 24 hours or less are excluded.

Section Il Instructor and Course Delivery Observation Schedule
1. The Vice President or designee will observe off campus locations as described below:

a. The Vice President, Instruction will make selected unannounced visits to a
minimum of ten percent (10%) of off-campus locations. The Vice President,
Instruction may delegate this visitation requirement.

2. Written documentation will be compiled each semester by the Dean and kept on file in
Dean’s area.

3. Documentation of class visitation plan and the results will be reported annually to the
Board of Trustees Curriculum Committee and to the Board of Trustees for approval.

4. Documentation of local board approval will be forwarded to the PCC Compliance Office.
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2.10 Inclement Weather

Last Revised: October 2024

Policy: If weather conditions are sufficiently severe to cause hazardous driving conditions
and/or limit accessibility to the campus and campus parking areas, the President or designee
will decide if classes are to be cancelled.

Purpose/Definitions: N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO; Vice
President, Instruction/CAO; and Vice President, Student Development have monitoring
authority for this policy.

Procedure:
Section 1: Making the Decision

1.1. The President or designee, in collaboration with Facility Services, will make decisions
and announcements regarding the cancellation or change of modality of classes due to
inclement weather.

1.1.1. Inthe president’s absence, the Vice President, Administrative Services/CFO and
the Vice President, Instruction/CAO will collaborate to make the decision and
announcement regarding changes due to inclement weather.

Section 2: Announcing the Decision

2.1. Announcements regarding the cancellation or change of modality of classes due to
inclement weather will be made as soon as possible to mitigate the need of
telephoning or the unnecessary start of travel.

2.1.1. Attempts to publicize decisions affecting day classes will be made by 6 a.m. and
evening classes by 4 p.m. on the affected days.

2.2. Class cancellations or changes of modality will be publicized on major radio and
television stations serving the region.
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2.2.1. The radio stations notified are:
2.2.1.1. WRXO/WKRX — Roxboro (96.7 FM)
2.2.1.2.  WAKG — Danville, VA (103.3 FM)
2.2.1.3. WRAL- Raleigh (101.5 FM)

2.2.2. The television stations notified are:
2.2.2.1. WTVD -Channel 11
2.2.2.2.  WRAL-Channel 5
2.2.2.3.  WFMY - Channel 2
2.2.2.4. WNCN - Channel 17

2.3. Once cancellations or changes of modality have been aired on any station(s), the plan
will be maintained for that day and/or evening.

2.4. A message will be available on the automated attendant message at (336) 599-1181
and (336) 694-5707.

2.5. The College will also send cancellations or changes of modality through the College’s
alert system which may be by email, phone, or text.

2.5.1. For more information about the College’s alert system, visit
https://www.piedmontcc.edu/alert/

Section 3: Annual Leave

3.1. If the College has begun the workday and an individual finds it necessary to leave prior
to the official closing of the College due to weather conditions, they may be required to
take annual leave for the hours missed.

3.2. If the College is operating on its normal work schedule and an employee feels they
cannot come to work due to weather conditions, the employee may be required to take
annual leave for the hours missed.

3.2.1. If the employee is an instructor, the instructor should notify the appropriate
supervisor in advance of their departure from campus or should call if they are
not already on campus.

Section 4: Missed Classes
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4.1. Individual classes that are unable to meet the scheduled hours for the semester due to
inclement weather shall be rescheduled in the best interest of the students and the
College or made up using a virtual meeting/lecture or via an outside assignment
through the learning management system.

4.2. Any class make-up hours are to be scheduled no later than the official end of the
semester according to the North Carolina Community College calendar or the end of
the Continuing Education reporting period.

4.3. For classes that meet face-to-face, a make-up day will be designated by the Student
Development office.

4.3.1. Faculty may choose to use the designated make-up day or a virtual class meeting
to make-up the missed hours.

4.3.2. If neither of these options is used, faculty members will fill out the Make-
Up/Substitute Plan for Missed Class (Exhibit 2.10) form and submit it to their
instructional dean within one week of the date that the class was missed.

4.4. The Vice President, Student Development, in collaboration with the Vice President for
Administrative Services/CFO, will notify the College of any updates to the Academic
Calendar.

4.4.1. The College will recalculate the census date for face-to-face classes that miss any
meetings due to cancellation prior to the census date.

4.4.2. Online and hybrid classes or classes that have used an out-of-class assignment or
web-based instruction to make up class time will adhere to the original census
date and will not be impacted by cancellations due to inclement weather.

Section 5: Closures for Other Adverse Conditions

5.1. Should a campus need to close for adverse conditions other than inclement weather,
the procedures outlined in the previous sections shall be followed.

Legal Citation: N.C.G.S5.115D-20

History: Effective January 1988, January 1991, October 2001, January 2011, November 2020, July
2022, October 2024
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Exhibit 2.10: Make-Up/Substitute Plan for Missed Class

PIEDMONT COMMUNITY COLLEGE
MAKE-UP PLAN FOR MISSED

MISSED CLASS: Date of Missed Class: Semester
[} Fau
[} Spring
Class PrefocNumber/Section AL DD FY
e HIS 121010 ( / [} Sommer_

Please check the option chosen to make-up instruction:

[ ] Web-based instruction to make-up missed work (please briefly describe):

[ ] Added time to remaining class meetings:

{Please specify additional time)

[] Class meets on alternate day:

(List Alternate class meeting dote and time)

[] Substitute Instructor:

(Please list Nams)

[] Out of class assighment (please briefly describe):

Instructor Signature:

Dean/Director Signature :

Please complete this plan and submit it to vour Instructional Dean within one week after the date the class was
missed. If you plan on vsing the designated make-up day, no submission is necessary. Signed forms should be
submitted to the Registrar’s Office. Also, make-up plans may not consist of reading assignments or other tasks
that are considered homework assignments.

COMPLETE A SEPARATE FORM FOR EACH COURSE YOU TEACH!
Revised 7182022
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2.10.1 Presidential Authority During Emergencies and Adverse Conditions

Last Revised: February 2023

Policy: To facilitate the effective and efficient operations of Piedmont Community College
(PCC) during emergencies and adverse conditions, the President shall have the authority to
adopt temporary policies or to amend or suspend existing policies for the duration of the
emergent event, in consultation with Executive Council when practical and possible.

Purpose/Definitions:
Purpose

The purpose of this policy is to address those times when the normal process cannot
reasonably be followed, and rapid decision-making is necessary for the benefit of the College
community as a whole.

Definitions

Days (Business)—except as otherwise noted, days will mean business days during which the
college administrative offices are open. In computing any period of time, the day on which
notice is received will not be counted. Saturdays, Sundays and scheduled College holidays will
not be included in the computation. All processes involving Federal, State, or other statutes
must be completed in the time frame set forth in the appropriate statute or law.

Emergency and Adverse Conditions—conditions that pose severe risks to health, safety, or
security or present difficult logistical challenges that will impede or interfere with the efficient
and effective functioning of the College.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority. The President has monitoring authority.

Procedure:

Section 1: Collaboration

1.1. Although authorized to act alone, the President shall involve members of the
College’s Executive Council in the decision-making process when practical and
possible.
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2.11 College Safety Plan

Last Revised: June 2023

Policy: Piedmont Community College (PCC) promotes a teaching and learning environment that
is safe for all students, faculty, staff, and visitors while on college premises.

Purpose/Definitions:
Purpose

The purpose of this policy is to support the College’s efforts to provide a safe and secure
working and learning environment for its faculty, staff, students, and visitors.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Provision of a Safe and Secure Environment

1.1. Safety at PCC requires a partnership between the College and its constituents.

1.1.1. ltis also the responsibility of the faculty, staff, students, and visitors to protect
themselves and their possessions.

1.2. The following actions contribute to a safe and secure working, teaching, and learning
environment.

1.2.1. controlled access to facilities and distribution of keys
1.2.2. the presence of sworn law enforcement officers and/or college safety officials

1.2.3. heightened awareness of criminal activity through regular reporting and
educational programs
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1.2.4. compliance with all the crime awareness education and reporting requirements
of the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act

1.2.5. the College Safety Plan, which is available on the College’s website

1.2.6. regular meetings of the Buildings, Grounds, and Safety Committee that informs
policy and procedure updates as needed

Legal Citation: N.C.G.S. 115D-20 and the Jeanne Clery Disclosure of Campus Security Policy and
Campus Crime Statistics Act.

History: Revised January 1988, July 1995, October 2001, January 2008, September 2010,
February 2012, August 2021, June 2023
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2.12 Drug-Free College and Substance Abuse

Last Revised: February 2025

Policy: Piedmont Community College (PCC) provides employees, students, and visitors an
environment that is free of illegal drugs and alcoholic beverages, thereby allowing them to
achieve their personal, professional, and educational goals. PCC is committed to complying with
the Drug-Free Schools and Communities Act and the Drug-Free Workplace Act; therefore, the
unlawful possession, use, manufacture, or distribution of illicit drugs and alcoholic beverages by
students, employees, or visitors on a college-owned, -leased or -controlled property or at any
college-sponsored event is prohibited. Alcoholic beverages are only permitted when explicitly
authorized by the College for specific events or circumstances.

Purpose/Definitions:
Purpose

The purpose of this policy is to establish procedures intended to help maintain a safe and
productive teaching and learning environment.

Definitions
Brown-bagging—the practice of bringing one’s own alcohol to an event.

Charge—a formal accusation made by a governmental authority asserting that a crime has been
committed.

College premises—any property in use by the College including property that is leased, owned,
used for college functions, or used by the College in the conduct of any of its courses.

Conviction—a finding of guilt (including a plea of no contest) or the imposition of a sentence by
ajudge or jury in any federal or state court.

Drugs—alcoholic beverages, all illegal drugs as defined in the NC Controlled Substance
Examination Regulation Act, and misused legal drugs (both prescription and over-the-counter).

Reasonable Suspicion—an objective observation of questionable behavior or unusual conduct

on the employee’s part that suggests impairment or influence of drugs; or evidence of drugs on
or about the employee’s person or in the employee’s work area.
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Reasonable Suspicion Examination—a drug test required by a direct supervisor or other college
administrator, with approval from the Director, Human Resources and Organizational
Development (HROD), of an employee displaying behavior reasonably deemed as unusual.

Safety-sensitive function—actions such as operating a vehicle, power equipment, heavy
equipment, office machinery or tools, handling hazardous chemicals or substances, or
involvement in activities that place oneself or others at increased risk as a result of job
functions and/or duties.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO; the Vice
President, Information Technology/CIO; the Vice President, Instruction/CAO; and the Vice
President, Student Development have monitoring authority for this policy.

Procedure:
Section 1: Expectations

1.1. Itis the responsibility of all employees and students to become familiar with the
expectations of PCC and to comply with the provisions of this policy and to report to
their immediate supervisor or advisor any observed and/or suspected violations of
this policy.

1.1.1. All employees are expected to perform their job duties unhindered by drugs
and/or alcohol.

1.1.2. All students are expected to perform their academic obligations unhindered by
drugs and/or alcohol.

1.2.  While visiting campus, members of the public are required to adhere to this policy.
1.3. Employees will review this policy as part of their employment orientation.
1.3.1. A form will be signed by employees acknowledging receipt of the policy.

1.4. Students are provided a copy of this policy in the General Catalog & Student
Handbook and the Student Planner.
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Section 2: Use of Alcohol at Special Events

2.1. Designated employees, on a case-by-case basis, may be authorized by the President
of the College or the Board of Trustees Chair to purchase and transfer unopened
bottles of alcoholic beverages to off-campus events.

2.2.  Alcoholic beverages may be permitted in college buildings or on college grounds only
under special approval by the President or designee.

2.2.1. Student groups are not allowed to have alcoholic beverages on campus for any
events.

2.3. A Limited Special Occasion Permit or a Special One-Time Permit for the Sale of
Alcoholic Beverages must be secured by the applicant (lessee or event sponsor) from
the North Carolina ABC Commission for any event where alcoholic beverages are
served.

2.3.1. ABC Permits must be presented to the College no less than two (2) business days
prior to the event.

2.3.2. A copy of the permit must be displayed during the event.

2.4. Forany event where alcohol is served, at least one uniformed law enforcement
officer or approved private security officer must be present on the premises of the
event.

2.4.1. The College may require additional officers depending on the event details.

2.4.2. When an event is held by a third-party, the applicant (lessee or event sponsor)
shall pay the full cost of providing such officers and any applicable administrative
fees.

2.5. When serving alcohol, the applicant (lessee or event sponsor) must provide proof of
at least a $1,000,000 liability insurance policy naming Piedmont Community College
as an additional insured in which the carrier agrees to defend, save harmless, and
indemnify the College from all financial loss, damage, or harm arising out of the
dispensing of alcoholic beverages.

2.5.1. A copy of the certificate of insurance must be received by the College no less
than ten business days prior to the event.

2.6. Alcoholic beverages may be served only by and to adults aged 21 or older.
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2.6.1. The applicant (lessee or event sponsor) is required to ensure that all servers take
precautions to ensure guests are not served inappropriate amounts of alcohol
and to further ensure that no one under the age of 21 is served.

2.7. All alcoholic beverages must be served and consumed only in the area in which the
ABC permit is posted.

2.8. All alcoholic beverage distribution will be under the control of a bartender and/or
caterer.

2.8.1. Such distribution will be discontinued for a patron or an entire event at the
discretion of an official of the College, the bartender, or a security officer on
duty.

2.9. Common source containers without an individual server through a licensed and
bonded caterer (e.g., kegs, alcoholic punches, etc.) are prohibited.

2.9.1. Brown-bagging is prohibited.

2.10. The caterer or applicant (lessee or event sponsor) must arrange to obtain the
alcoholic beverages and transport them to and from the college facility.

2.11. No state or local tax dollars may be used to acquire or serve alcoholic beverages.
Section 3: Disciplinary Action

3.1. Any employee who violates this policy is subject to disciplinary action in accordance
with PCC Policy 5.19 Employee Disciplinary Policy.

3.2. Anystudent who violates this policy is subject to disciplinary action in accordance
with PCC Policy 7.5 Code of Conduct.

Section 4: Support

4.1. Assistance is available to any employee or student who is experiencing alcohol or
drug dependency. Many resources are provided at no cost. All paid assistance shall
be offered at the employee’s or student’s expense.

4.1.1. For employees, contact either

4.1.1.1. the PCC Director, Human Resources & Organizational Development

Page 4 of 8



Piedmont Community College Policy & Procedures Manual

4.1.1.2. BHS, an employee assistance group, that provides employees and their
household members with free support. Help is available 24/7 at (800) 326-
3864 or (800) 327-2251.

4.1.1.2.1. Additional services are also available online www.bhsonline.com,
using a username: “PCC” with no password required

4.1.2. For students, contact either
4.1.2.1. Student Development located in Building E

4.1.2.2. the MclLaughlin Young Student Assistance Program (SAP) & Work Life
Services.

4.1.2.2.1. Helpis available 24/7/365 at 1-800-633-3353. Additional services are
also available online: www.mygroup.com, using username “pacer50”
and password “guest”

4.2. All services provided to employees and students are strictly confidential.

4.3. After the initial referral, it is the employee’s or student’s decision whether to
implement the recommendations of the respective counselor or assistance program.

Section 5: Notification Requirements by Employees

5.1. Any employee is required to inform their direct supervisor and the Office of HROD
within five (5) days after they are charged with a violation of any federal or state
criminal drug statute.

5.1.1. The direct supervisor will confirm that the Office of HROD has been notified.

5.2. The employee is required to provide updates to the Office of HROD regarding the
status of the charge and ultimate disposition of the case.

5.3. Ifan employee is convicted of violating any criminal drug statute while in the
workplace, on the college premises, or as part of a college-sponsored activity, the
College may require the employee, within 30 days of the notice of conviction, to
successfully participate in a drug abuse or rehabilitation program sponsored by an
approved private or governmental institution at the employee’s expense as a
precondition for continued employment. See PCC Policy 5.19 Employee Disciplinary
Policy for further information.

Section 6: Actions Regarding Employees Who Work Under Federal Grants

Page 5 of 8


https://www.bhsonline.com/
http://www.mygroup.com/

Piedmont Community College Policy & Procedures Manual

6.1. Convictions of employees who are working under federal grants for violating drug
laws at the workplace shall be reported to the appropriate federal agency.

6.1.1. The College’s Office of HROD must notify the U.S. government agency which
made the grant within ten (10) days after receiving notice from the employee or
otherwise receiving actual notice of a violation of a criminal drug statute
occurring in the workplace.

6.2. The College shall take appropriate disciplinary action within thirty (30) calendar days
from receipt of the conviction notice.

6.2.1. As a condition of further employment on any federal government grant, the
law requires all employees to abide by this policy.

6.2.2. Failure to comply with terms of the Drug-Free Workplace Act may resultin a
variety of penalties, including suspension or termination of federal
grants/contracts and ineligibility to apply for future government funding.

6.3. PCC will maintain an ongoing good faith effort to meet all the requirements of the
Drug Free Workplace Act.

Section 7: Drug-Free Awareness Program

7.1. The College will establish and maintain a drug-free awareness program to inform
employees and students of:

7.1.1. the dangers of alcohol and drug abuse;
7.1.2. the Drug-Free College policy;

7.1.3. any available alcohol and/or drug counseling, rehabilitation, and employee or
student assistance programs; and

7.1.4. the penalties that may be imposed on employees or students for alcoholic
beverage and/or drug abuse violations occurring in the workplace, on college
premises, or as part of any college-sponsored activity.

7.2.  PCC publishes the Drug-Free College policy on its website.

7.2.1. The policy clearly states that the unlawful manufacture, use, possession, and
distribution of controlled substances in the workplace, on college premises, or
as part of any college-sponsored activity is prohibited.

Section 8: Legal Prescription and Over-the-Counter Drugs
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8.1. Employee and student use of prescription and over-the-counter drugs is not
prohibited when taken in standard dosage or according to a physician's prescription.

8.2. Employees who take prescription and over-the-counter drugs must determine
whether the drug may interfere with their safety or the safety of others on campus,
or otherwise interfere with safe performance of their job duties.

8.2.1. ltis the employee's responsibility to use appropriate personnel procedures
(e.g., callin sick, use leave, notify supervisor) if any use of legal drugs presents a
safety risk.

8.3. Students who take prescription and over-the-counter drugs must determine whether
the drug may interfere with classroom performance, the safety of others on campus,
or otherwise interfere with their personal safety.

8.3.1. ltis the student’s responsibility to contact their instructor when absent from
class and follow procedures outlined in the course syllabus regarding missed
assignments.

Section 9: Drug and/or Alcohol Examinations

9.1. Any college employee may be required by their supervisor or college administrator to
submit to a drug and/or alcohol examination

9.1.1. when there is reasonable suspicion of drug or alcohol use
9.1.2. afteranaccident
9.1.3. afteraninjury

9.2. When a supervisor or college administrator has a reasonable suspicion that an
employee is under the influence of substances in violation of this policy, the
supervisor or college administrator will arrange, if possible, for another supervisor or
college administrator or safety personnel to verify reasonable suspicion.

9.3. The supervisor or college administrator will immediately request permission of the
Director, HROD or designee, to arrange for the employee to undergo a reasonable
suspicion examination.

9.3.1. Iftherequest is approved, the Office of HROD will arrange for transportation of
the employee to an approved laboratory identified by the College and in
accordance with all provisions of the NC Controlled Substance Examination
Regulation Act.
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9.3.1.1. The employee will not be permitted to drive.

9.3.2. Depending upon the test results and unless they are admitted to the hospital,
the employee will be taken home or returned to work.

9.4. Anemployee who refuses to submit to an examination, adulterates or dilutes the
specimen, substitutes the specimen with that from another person, sends an
imposter, does not sign the required consent forms, or refuses to cooperate in the
examination process in such a way that prevents completion of the examination may
be dismissed.

9.5. All drug examination information shall be maintained in separate files and shall not
be included in the employee personnel file.

9.6. The College shall not release this information except under circumstances defined in
N.C.G.S. 126-24.

Section 10:  Statutory Conflicts

10.1. Inthe event of a conflict between the provisions of this policy and related
federal/state laws or policies, federal/state laws or policies will always take
precedence.

Legal Citation: Title 21 Code of Federal Regulations; 41 USC 701 Drug-Free Workplace Act of
1988; the Safe and Drug-Free Schools and Communities Act/Drug-Free Schools and Campuses
Regulations (Edgar Part 86); N.C.G.S. Chapter 90 Article 5 (North Carolina Controlled Substances
Act); N.C.G.S. Chapter 95 Article 20 (Controlled Substance Examination Regulation); N.C.G.S.
126-24 (Confidential information in personnel files; access to such information)

History: Alcohol and Drug Abuse Assistance: Effective July 7, 1987; Drug-Free Workplace:
Effective January 12, 1988; Substance Abuse: Effective October, 2001; Combined Alcohol and
Drug Abuse Assistance, Drug-Free Workplace, and Substance Abuse policies March 2010;
Revised January 2011, September 2021, February 2025—Cross-references PCC Policy 5.19
Employee Disciplinary Policy and Policy 7.5 Code of Conduct
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2.13 Infectious Diseases

Last Revised: May 2024

Policy: Piedmont Community College (PCC) actively promotes the good health, safety and well-
being of students and employees to such extent or degree as possible while prohibiting
discrimination against persons with infectious diseases.

Purpose/Definitions:

Purpose

The purpose of this policy is to ensure a safe and healthy working and learning environment.
Definitions

Communicable disease—an illness resulting from an infectious agent, or its toxic products,
being transmitted directly or indirectly to a person from an infected person or animal through
the agency of an intermediate animal, host, or vector, or through the inanimate environment.
[N.C.G.S. 130A-2(1)(c)]

Communicable diseases include, but are not limited to, influenza, tuberculosis, conjunctivitis,
infectious mononucleosis, human immunodeficiency virus (HIV), acquired immune deficiency
syndrome (AIDS) and AIDS related complex (ARC), Hepatitis-A (infectious hepatitis), Hepatitis-B
(serum hepatitis) meningitis, sexually transmitted diseases, measles, chickenpox, and whooping
cough. PCC may choose to broaden this definition in accordance with information received
from the Centers for Disease Control and Prevention (CDC).

Note: The most recent list of reportable diseases as established by the NC Commission
for Public Health is found in the Administrative Code 10A NCAC 41A .0101. The list is
constantly updated as new diseases emerge.

N.C.G.S. 130A-141.1 also authorizes the State Health Director to issue a temporary order
requiring health care providers to report symptoms, diseases, conditions, or other
health-related information when necessary to conduct a public health investigation or
surveillance of an illness, condition, or symptoms that may indicate the existence of
other communicable diseases or conditions that present a danger to the public health.

Information related to communicable diseases, warning signs, and protective measures are

available from the Person or Caswell County Health Department, Centers for Disease Control
and Prevention, and Occupational Safety and Health Administration (OSHA).
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Furlough—the placing of an employee in a temporary non-duty, non-pay status due to lack of
funds or work, a result of a declared state of emergency, or for other non-disciplinary reasons.

Epidemic—a disease occurring suddenly in a community, region, or country in numbers clearly
in excess of normal. This includes the occurrence of several cases of a disease associated with a
common source.

Face covering—a covering, whether made at home or commercially, that is designed to cover
the wearer’s mouth and nose to reduce the spread of respiratory droplets produced when a
person coughs, sneezes, or talks.

High-Risk Employees—those employees in a certain age group or who have serious underlying
medical conditions and might be at higher risk for severe illness from a communicable disease
as identified by the Centers for Communicable Diseases or NC DHHS Division of Public Health.

Incubation Period—the time, usually in days, between exposure to an illness and the onset of
symptoms.

Infectious diseases—illnesses caused by germs (such as bacteria, viruses, and fungi) that enter
the body, multiply, and can cause an infection. Some infectious diseases are contagious (or
communicable), meaning they are capable of spreading from one person to another.

Isolation—a control measure issued by a local health director or the state health director under
N.C.G.S. 130A-145 limiting the movement or action of persons or animals infected or
reasonably suspected to be infected with a communicable disease or condition for the period of
communicability to prevent the spread of the communicable disease or condition, as described
in N.C.G.S. 130A-2(3a).

Mandatory/Essential Employees—employees with contractual appointments who are required
to report to a designated worksite (particularly when all other employees are restricted from
coming into the workplace), other than their personal residence, and only for those specific
dates and times that such onsite reporting is required during a public health emergency. These
mandatory employees include, but are not limited to, employees in positions that directly
impact public health and patient care; public safety; operation of critical infrastructure and
facilities; and the custody or care of persons or property for whom the state has a duty to
continue to serve.

Pandemic—an outbreak and spread of an infectious/communicable disease over a wide
geographic area that affects a high proportion of the population.

Quarantine—a control measure issued by a local health director or the state health director
under GS 130A-145 limiting the movement or action of persons or animals who have been
exposed to or are reasonably suspected of having been exposed to a communicable disease or
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condition for the period of time necessary to prevent the spread of the communicable disease
or condition, as described in GS 130A-2(7a).

Religion—all aspects of religious observance and practice as well as belief (Title VII).

Social Distancing—actions taken to reduce the opportunities for close contact between people
in order to limit the spread of a communicable disease.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO; and the
Vice President, Student Development have monitoring authority for this policy.

Procedure:

Section 1: Non-Discrimination

1.1. PCC will not discriminate against individuals with infectious diseases and will take
precaution to ensure that information about individual health conditions remains
confidential, in accordance with FERPA, The Americans with Disabilities Act (ADA),
and other federal, state, and local laws.

1.2. PCCreserves the right to exclude a person with a communicable disease from
employment, programs, and functions if the College finds that, based on a medical
determination, such restriction is necessary for the welfare of the person who has the
communicable disease and/or the welfare of others within the College.

Section 2: Reporting

2.1. Any college employee or contracted services person who knows or has a reason to
believe they have an infectious disease has an obligation to conduct themselves in
accordance with such knowledge in order to protect themselves and others.

2.1.1. An employee or contracted services person must notify their direct supervisor
and the Office of Human Resources and Organizational Development (HROD) to
determine the appropriate response to their health needs, including reasonable
accommodations they may be entitled to by law, based on healthcare provider
documentation.

2.1.2. All medical information regarding an individual’s infectious disease shall be kept
confidential, and no person, group, agency, insurer, employer, or institution
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shall be provided any medical information without the prior, specific written
consent of a student or employee unless providing such information is required
by state and/or federal law.

Section 3: Prevention

3.1. PCCrecommends that all employees whose jobs may bring them into contact with
infectious/communicable diseases, as defined by the Centers for Disease Control and
Prevention, be vaccinated against said diseases.

3.2. The College may make arrangements for administration of vaccinations for
employees according to CDC/OSHA guidelines.

3.2.1. Anyemployee who is recommended to have the vaccination and declines must
sign a waiver form.

Section 4: Safely Handling Blood and other Body Fluids

4.1. PCC publicizes and observes safety guidelines published by OSHA for handling of
blood and other body fluids and secretions in all health care programs on campus and
in other college contexts in which such fluids or secretions may be encountered.

4.1.1. The guidelines are included in the College Safety Plan which is posted on the
College’s website.

Section 5: Vaccination and Testing Requirements

5.1. College employees whose job duties include interactions with an external partner,
organization, or setting are required to adhere to all regulations of the external
organization, including but not limited to, vaccination and drug screen requirements.

5.1.1. Such external requirements are included in job postings.

Section 6: Emergency Closing

6.1. Under the North Carolina Emergency Management Act, the Governor and the
General Assembly have the authority to declare a state of emergency, including a
state of emergency based on threats posed by infectious/communicable diseases.

6.2. During a state of emergency, the Governor has broad powers to issue emergency
orders to protect the public health and safety, including orders to close a state facility

or workplace.
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6.2.1. Social distancing, use of face coverings, isolation and quarantine are examples
of public health control measures.

6.2.2. Under state public health law, the State Health Director and local health
directors have specific authority to order isolation or quarantine when and as
long as public health is endangered, all other reasonable means for correcting
the problem have been exhausted, and no less restrictive alternative exists.

6.2.3. Inthe absence of such orders, the President shall consult with local/state public
health officials to determine the severity of the situation and to determine what
actions shall be taken (including the closure of the College, by facility or
location).

6.2.4. The College will comply with and adhere to any control measures, other orders,
or instructions from state or local public health agencies to prevent
transmission of a infectious/communicable disease.

6.3. The College shall follow NC Division of Public Health’s guidelines when deciding how
to inform employees and employees.

Section 7: Mandatory/Essential Employees

7.1. The President shall determine mandatory operations and the essential employees
needed to staff these operations.

7.1.1. Essential employees shall be notified of reporting requirements.
Section 8: Leave

8.1. If an employee becomes ill and it is determined to be work related in accordance
with the Workers” Compensation Act, PCC Policy 5.4.8 Workers’ Compensation and
Leave applies.

Legal Citation: N.C.G.S. 130A-2(1c); N.C.G.S. 130A-2(3a); N.C.G.S. 130A-145; 10A NCAC 41A
.0101; 1C SBCCC 200.94 of the NC State Board of Community Colleges Code; EEOC--Title VII; NC
OSHA

For additional information about communicable diseases, surveillance and reporting, disease
laws and rules, and public health preparedness and response, please refer to the OSHR website
for links to the NC Division of Public Health and US Department of Labor.
https://oshr.nc.gov/policies-forms/workplace-wellness/communicable-disease-emergency
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https://www.labor.nc.gov/safety-and-health/occupational-safety-and-health
https://www.labor.nc.gov/safety-and-health/occupational-safety-and-health
https://oshr.nc.gov/policies-forms/workplace-wellness/communicable-disease-emergency
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History: Effective October 1987, revised July 1992, January 2011, April 2020, July 2020,
December 2021, May 2022 —definitions updated, November 2022, May 2024

Cross-references PCC Policy 5.4.8 Workers’ Compensation and Leave.
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2.14 Computer Information Systems

Last Revised: May 2021

Policy: Information systems are valuable assets, critical to the success of Piedmont Community
College (PCC) and its mission. These systems include network and server systems on which the
college depends.

Purpose/Definitions:

Purpose

This policy provides governance to meet the requirements of legitimate access to information
systems.

Definition

ITS—the acronym used to designate Information Technology Services

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: College Responsibilities

1.1. The College accepts its responsibility for managing and protecting the accuracy,
security, and availability of these sensitive resources to meet the needs of the college
and its mission.

Section 2: Data Custodian

2.1. The President, as CEO of Piedmont Community College, shall be the data custodian of
all data and other information assets of the College.
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2.2. The data custodian has the ultimate responsibility for the protection of these

resources and has the responsibility for approving procedures designed to meet these
requirements.

Section 3: Data Owners

3.1. The Vice Presidents, as heads of the operational areas of the College, will serve as the
data owners for their respective areas.

3.2. The data owners will assist the data custodian in the management and control of
information assets.

3.2.1. When appropriate, the data owners may appoint, in writing, an alternate to
assist when they are unavailable to support this activity.

3.2.1.1. In most instances, e-mail authorizations from the appropriate data owner
will be acceptable in lieu of written documentation.

3.3. The data owners will be responsible for reviewing and approving in writing any
changes in security settings, access rights, or other configurations.

3.4. Data owners will review security access for individuals who have access to their area
of ownership.

Section 4: Information Technology Services (ITS)

4.1. ITS shall implement all authorized changes requested and approved by the data
custodian or data owners.

4.1.1. IfITS feels that the authorized changes are in conflict with best practices, ITS will
recommend solutions or alternatives to the appropriate data owner or data
custodian.

4.2. ITS will not change security settings, access rights, or other configurations without first
receiving proper authorization from the data custodian or owner.

4.2.1. Inan emergency situation when immediate action is required, ITS may make
changes without the proper authorization but is required to document the event
and report the facts to the data custodian or owner for concurrence of the
actions taken.

4.3. ITS will recommend and develop local policies and procedures addressing significant
issues of the day-to-day operation of the information systems under its control.
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4.4. ITS will maintain copies of all approvals issued by the data custodian and data owners.

Legal Citation: N/A

History: Effective July 1991, revised January 2008, January 2011, May 2021
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2.15 Publications

Last Revised: August 2022

Policy: All publications used or distributed by any division of Piedmont Community College will
accurately and responsibly represent the College and its Mission.

Purpose/Definitions:
Purpose

The purpose of this policy is to engage the community, both internal and external, while
providing the most up-to-date information on the College’s services and activities.

Definitions

Publications—any brochure, advertisement (print, radio, electronic communication, or video),
press release, catalog, newsletter, website, social media, e-newsletter, or other marketing tool
distributed to the general public or any portion of the general public.

Approval Authority/Monitoring Authority: The Vice President, Advancement and
Communications has monitoring authority for this policy.

Procedure:
Section 1: Oversight and Approval

1.1. Procedures for publication development, review, and printing shall be the responsibility
of the Communications Team.

1.2. The Vice President, Advancement and Communications must approve in advance any
request for the use, copying, or reprinting of any Piedmont Community College
publication by a non-College organization.

Legal Citation: N/A
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History: Effective October 1991, revised January 1992, October 2001, January 2011, November
2020, August 2022
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2.16 Copyright and Fair Use Policy
Last Revised: July 2024

Policy: Piedmont Community College is devoted to the creation, discovery, and dissemination
of knowledge, and the College supports the responsible, good faith exercise of full fair-use
rights by faculty, librarians, and staff in furthering their teaching, research, and service as
codified in 17 U.S. C. §§ 101-108. Furthermore, it is the intent of Piedmont Community College
to adhere to the provisions of United States copyright laws.

Purpose/Definitions:
Purpose

The purpose of this policy is to provide guidelines for the use of copyrighted materials in
College-sponsored instruction, activities, events, publications, and theatrical or musical
performances, all of which must comply with federal copyright laws.

Copyright laws mandate that the College develop and distribute to employees guidelines that
clearly discourage violation of the copyright laws and that inform employees of their rights and
responsibilities under this law. These guidelines represent a sincere effort by the College to
comply with all applicable laws regarding copyright.

Definitions

Computer Program—in the context of United States copyright law, a “set of statements or
instructions to be used directly or indirectly in a computer in order to bring about a certain
result” (15U.S. C. §101).

Copyright—the exclusive intellectual property right of the copyright owner to do and to
authorize others to exercise any of its rights defined by the Copyright Act with regard to any
original work in any tangible medium of expression. Such tangible medium of expression
includes and is not limited to text, images, video and audio recordings, and electronic and
digital files. Copyright arises automatically as soon as the work is fixed; publication or
registration is not required. Copyright notice such as the symbol ©, or the word “copyright” or
an abbreviation of it, is not required for copyright protection. Most material fixed in a tangible
medium of expression will be subject to copyright protection.

A copyright owner possesses a bundle of rights, including the rights to:

1. reproduce the work;
2. prepare derivative works;
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3. distribute copies of the work by sale, transfer of ownership, lease, licensure, and so
forth;

4. publicly perform the work;

publicly display the work, directly or by telecommunication;

6. publicly perform a sound recording by digital means.

b

If a party other than the copyright owner exercises any of these rights without express
permission from the copyright owner, that party is in danger of copyright infringement.

Fair Use—allows for the use of copyrighted works without the owner’s permission, protecting
limited use of a copyrighted work from being an infringement. Copyright laws provide that the
“fair use of a copyrighted work for purposes such as criticism, comment, news reporting,
teaching (including multiple copies for classroom use), scholarship, or research, is not an
infringement of copyright.” Courts decide fair use by weighing the following four factors:

1. the purpose and character of the use, including whether such use is of a commercial
nature or is for nonprofit educational purposes;

2. the nature of the copyrighted work;

3. the amount and substantiality of the portion used in relation to the copyrighted work as
a whole; and

4. the effect of the use upon the potential market or the value of the copyrighted work.

Not all educational uses meet the guidelines for fair use. It is important to consider these
factors of fair use and to follow the guidelines presented in this policy, and not to assume that
because the underlying purpose is non-profit educational use that such use will automatically
be fair use. See Exhibit 2.16: Strategies for Determining Fair Use for more information.

Public Performance—music played for third parties by almost any means including CDs,
cassettes, records, videos, live music, telephone music-on-hold, jukeboxes, and radio or
television music played over a commercial system. A public performance is one that occurs “in
a place open to the public or at any place where a substantial number of persons outside of a
normal circle of a family and its social acquaintances is gathered.” A public performance also
occurs when the performance is transmitted by means of any device or process (for example,
via broadcast, telephone wire, or other means) to the public.

Special Works—certain works in poetry, prose, or in "poetic prose" which often combine
language with illustrations intended sometimes for children and at other times for a more
general audience fall short of 2,500 words in their entirety.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President has monitoring authority for this policy.
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Procedure:

Section 1: General Provisions

1.1. Employees are prohibited from copying materials not specifically allowed by
copyright laws, fair use guidelines, licenses or contractual agreements, or other
permission.

1.2. Employees who willfully disregard copyright laws do so at their own risk and assume
all liability for their actions.

Section 2: Guidelines for Photocopying Print Materials for Educational Purposes

2.1. Copyrighted print materials may not be photocopied without the prior permission of
the copyright owner unless the circumstances satisfy the requirements for fair use.

2.1.1.  The guidelines set forth below are to be used to determine whether the prior
permission of the copyright owner shall be sought.

2.1.2. If the proposed photocopying is not permitted under the guidelines, the
permission of the copyright owner shall be sought.

2.1.2.1.  After permission has been sought, copying may be undertaken only if
permission has been granted and in accordance with the terms of the
permission.

2.2. Single Copying for Instructors

2.2.1. Asingle copy may be made of any of the following by or for an instructor for
their scholarly research or for use in teaching or preparation to teach a class:

2.2.1.1.  achapter from a book;
2.2.1.2. anarticle from a periodical or newspaper;

2.2.1.3.  ashort story, short essay, or short poem, whether or not from a
collective work; or

2.2.1.4. achart, graph, diagram, drawing, cartoon, or picture from a book,
periodical, or newspaper

2.3.  Multiple Copies for Classroom Use

Page 3 of 16



Piedmont Community College Policy & Procedures Manual

2.3.1.  Multiple copies (not to exceed in any event more than one copy per student in
a course) may be made for classroom use or discussion by or for the instructor
of the course provided that the copying:

2.3.1.1. meets the tests of brevity and spontaneity as defined below,
2.3.1.2. meets the cumulative effect test as defined below, and
2.3.1.3. includes a notice of copyright on each copy.
2.4. Test definitions
2.4.1. Brevity
241.1. Poetry

2.4.1.1.1. Acomplete poem if less than 250 words and if printed on not more
than two pages or,

2.4.1.1.2. A complete poem if from a longer poem, an excerpt of not more
than 250 words

2.4.1.1.3. Each of the numerical limits stated in (1) and (2) above may be
expanded to permit the completion of an unfinished line of a poem
or of an unfinished prose paragraph.

2.4.1.2. Prose
2.4.1.2.1.  Either a complete article, story, or essay of less than 2,500 words, or

2.4.1.2.2.  An excerpt from any prose work of not more than 1,000 words or
10% of the work, whichever is less, but in any event a minimum of
500 words.

2.4.1.2.3.  Each of the numerical limits stated in (1) and (2) above may be
expanded to permit the completion of an unfinished line of a poem
or of an unfinished prose paragraph.

2.4.1.3. Illustration

2.4.1.3.1. One chart, graph, diagram, drawing, cartoon, or picture per book or
per periodical issue

2.4.1.4. "Special” Works
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2.4.1.4.1. "Special” works may not be reproduced in their entirety; however,

an excerpt comprising not more than two of the published pages of
such special work and containing not more than 10% of the words
found in the text thereof may be reproduced.

2.4.2. Spontaneity

2.4.2.1.

2.4.2.2.

The copying is at the instance and inspiration of the individual instructor,
and

The inspiration and decision to use the work and the moment of its use
for maximum teaching effectiveness are so close in time that it would be
unreasonable to expect a timely reply to a request for permission.

2.4.3. Cumulative Effect

2.4.3.1.

2.4.3.2.

2.4.3.3.

2.43.4.

The copying of the material is for only one course in the school in which
the copies are made.

Not more than one short poem, article, story, essay, or two excerpts may
be copied from the same author, nor more than three from the same
collective work or periodical volume during one class term.

There shall not be more than nine instances of such multiple copying for
one course during one class term.

The limitations stated in 1.4.3.2 and 1.4.3.3 shall not apply to current
news periodicals and newspapers and current news sections of other
periodicals.

2.5. Notwithstanding any of the above information in Section 1, the following shall be

prohibited:

2.5.1.  Copying shall not be used to create or to replace or substitute for anthologies,

compilations, or collective works. Such replacement or substitution may occur

whether copies of various works or excerpts are accumulated or are

reproduced and used separately.

2.5.2.  There shall be no copying of or from works intended to be "consumable" in the

course of study or of teaching. These include workbooks, exercises,

standardized tests, and test booklets and answer sheets and like consumable

materials.
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Copying shall not:

2.6.1.  Substitute for the purchase of books, publisher’s reprints, or periodicals;
2.6.2. Bedirected by higher authority;

2.6.3. Be repeated with respect to the same item by the same instructor from term

to term;

2.6.4. No charge shall be made to the students beyond the actual cost of the

photocopying.

Section 3: Guidelines for Copying Audio-Visual Materials

3.1.

Section 4:

4.1.

4.2.

Copyrighted audio-visual materials may not be recorded or otherwise copied without
the prior permission of the copyright owner unless circumstances satisfy the

requirements for fair use or unless copying is permitted by a license or purchase
agreement.

3.1.1. The guidelines set forth below in Section 3 reflect the application of fair use to

the off-air recording, retention, and use of television broadcast programs for
education purposes.

3.1.2.  If the proposed recording or copying of an audio-visual work is not permitted

under these guidelines or through a license or purchase agreement, the
permission of the copyright owner shall be sought.

3.1.2.1.  After permission has been sought, copying may be undertaken only if
permission is obtained and in accordance with the terms of the
permission.

Guidelines for Off-Air Recording of Broadcast Programming for Educational
Purposes

These guidelines apply only to off-air recording by non-profit educational institutions.

A broadcast program may be recorded off-air simultaneously with broadcast
transmission (including simultaneous cable retransmission) and retained by a non-
profit educational institution for a period not to exceed the first 45 consecutive
calendar days after the date of recording. Upon conclusion of such retention period,
all off-air recordings must be erased or destroyed immediately. "Broadcast programs"
are television programs transmitted by television stations for reception by the
general public without charge.
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4.6.

4.7.

4.8.

4.9.

Section 5:

5.1.
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Off-air recordings may be used once by individual instructors in the course of relevant
teaching activities and repeated once only when instructional reinforcement is
necessary in classrooms and similar places devoted to instruction within a single
building, cluster, or campus, as well as in the homes of students receiving formalized
home instruction, during the first 10 consecutive school days in the 45-calendar-day
retention period.

Off-air recordings may be made only at the request of and used by individual
instructors and may not be regularly recorded in anticipation of requests. No
broadcast program may be recorded off-air more than once at the request of the
same instructor, regardless of the number of times the program may be broadcast.

A limited number of copies may be reproduced from each off-air recording to meet
the legitimate needs of instructors under these guidelines. Each such additional copy
shall be subject to all provisions governing the original recording.

After the first 10 consecutive school days, off-air recordings may be used up to the
end of the 45 calendar-day retention period only for instructor evaluation purposes
(e.g., to determine whether or not to include the broadcast program in the teaching
curriculum) and may not be used in the recording institution for student exhibition or
any other non-evaluation purpose without authorization.

Off-air recordings need not be used in their entirety, but the recorded programs may
not be altered from their original content. Off-air recordings may not be physically or
electronically combined or merged to constitute teaching anthologies or
compilations.

All copies of off-air recordings must include the copyright notice on the broadcast
program as recorded.

Educational institutions are expected to establish appropriate control procedures to
maintain the integrity of these guidelines.

The TEACH Act and Distance Education

The TEACH Act was passed to address the needs of institutions providing distance
education courses.

5.1.1. It does NOT apply to traditional in-class courses taught on the campus.
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5.1.2. It applies only to students and instructors at non-profit educational institutions
and gives them the right to transmit performances and displays of copyrighted
works as part of a class IF certain conditions are met.

5.2. The TEACH Act applies only to accredited, non-profit educational institutions. The
educational institution must

5.2.1.  establish a policy that governs the use of copyrighted materials,
5.2.2.  distribute accurate information to faculty and students on copyright,
5.2.3.  promote compliance with the copyright law, and

5.2.4.  provide the students with a notice that the materials may be covered under
copyright.

5.3. If aninstitution meets all criteria in 4.1, then faculty can use the TEACH Act for
distance education courses.

5.3.1.  The faculty member is responsible for determining what types of materials the
act covers. Permitted materials include

5.3.1.1. performances of non-dramatic literary or musical works and

5.3.1.2.  performances or displays of reasonable portions of other works.
Reasonable portions are defined as those amounts that would be used in
a normal class setting

5.4. The following materials are not permitted under the TEACH Act:

5.4.1. digital educational materials that are designed and sold to be used in a
classroom setting through mediated instruction; the institution must purchase
a copy of the work for this purpose, and

5.4.2.  copies acquired unlawfully, such as a copy of a DVD owned by another
institution.

5.5. Even if the use of materials is permitted, additional criteria must be met.
5.5.1.  The use of materials must be under the direct supervision of the instructor.

5.5.2.  The use of materials must be a part of the class session, not something to be
viewed before or after the class session; it must be part of a mediated
instructional activity.
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5.5.3.

5.5.4.

5.5.5.
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5.5.7.
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The material must be directly related to and of importance to the teaching of
the content.

Transmission of the materials must be directly sent to and limited to the
students in the class.

Technological measures must be taken to ensure the material is not accessible
beyond the class session and cannot be further disseminated.

There must be no tampering with the copyright holder's technological
measures for preventing retention and redistribution.

Analog versions (paper, film, and video) may be converted to digital formats if

5.5.7.1. adigital version is not available for purchase or lease, or

5.5.7.2.  the available digital version has technological measures that protect it

from being used under the provisions of the TEACH Act.

The TEACH Act is complex, but it does allow the use of materials for distance

education not covered under the original copyright laws.

5.6.1.

Section 6:

6.1.

6.2.

6.3.

Faculty who wish to use materials under the provisions of the Act must ensure
that their institutional policies are in place and that all other criteria are met.

Use of Sound Recordings at Functions

Use of sound recordings at a non-teaching function is considered a “public

performance” under U.S. and International Copyright Laws (Title 17, US Code).

In order to perform a copyrighted work publicly, the user must obtain performance

rights from the copyright owner or their representative.

The Fair Use provisions of the copyright laws allow for playing recorded music in a

face-to-face teaching setting only.

6.3.1.

6.3.2.

If the performance is part of a face-to-face teaching activity at a non-profit
educational institution, permission is not required.

Permission is required when music is used as part of training seminars,
conventions, or other commercial presentations.
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7.1.

7.2,

7.3.

7.4.

7.5.
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Any other use of copyrighted sound recordings in campus activities is deemed
outside of the fair-use provision and must adhere to the laws governing a public
performance.

Guidelines for Copying Computer Programs

Generally, the owner of a copyright in a computer program has exclusive rights in the
program, including the right to use, reproduce, and create adaptations of the
programs.

The use, reproduction, creation or adaptation of a computer program or its
documentation without the permission of the copyright owner is a violation of
federal copyright laws and could result in monetary and/or criminal liability.

Copyright laws allow the purchaser of a computer program to make one backup copy
of the program; the backup copy may only be used if the original copy is no longer
functional and must be destroyed when rights to use the original copy of the
computer program end.

Programs obtained under a licensing agreement are not owned by the licensee and
cannot be copied unless copying is authorized in the terms of the agreement.

If the proposed copying of a computer program is not permitted under the criteria
set forth above, or through a license or purchase agreement, the permission of the
copyright owner shall be sought.

7.5.1.  After permission has been sought, copying may be undertaken only if

Section 8:

8.1.

permission is obtained and in accordance with the terms of the permission,
except as provided in item 4.4 of these regulations.

Guidelines for Posting Material on the Internet

Any user of the computer network sponsored by Piedmont Community College,
including but not limited to, faculty and students may post materials on a website
associated with PCC only if:

8.1.1. the user owns the copyright in the material, or

8.1.2.  the user has express permission from the owner of the copyright of the

material to post the material, or

8.1.3. the material is in the public domain, or
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8.1.4. the use of the material constitutes “fair use” as defined by the Copyright Act

(for guidelines in Section Il B. of this policy), or

8.1.5. the material falls within another statutory exception.

8.2.

Section 9:

9.1.

The doctrine of fair use applies to the posting of material on the Internet as it does
for the reproduction of print materials. However, because of the accessibility of the
Internet, any user of the computer network sponsored by PCC who posts material on
a website should limit the amount of material posted and restrict access as
necessary.

Guidelines for Research Uses

At the very least, an instructor may make, or cause to be made at their individual
request, a single copy of any of the following for their scholarly research, for use in
teaching, or in preparing to teach a class:

9.1.1. achapter from a book;

9.1.2.  an article from a periodical or newspaper;

9.1.3.  ashort story, short essay, or short poem, whether or not from a collective

work; or

9.1.4. achart, diagram, graph, diagram, drawing, cartoon or picture from a book,

9.2.

9.3.

periodical, or newspaper.

These examples in 8.1 reflect the most conservative guidelines for fair use. They do
not represent inviolate ceilings for the amount of copyrighted material that can be
photocopied within the boundaries of fair use.

The following examples demonstrate situations in which increased levels of
photocopying will continue to remain within the definition of fair use:

9.3.1. The inability to obtain another copy of the work because it is not available

from another source and cannot be obtained within your time constraints;

9.3.2. The intention to photocopy the material only once and not to distribute the

material to others; and

9.3.3. The ability to keep the amount of material photocopied within a reasonable

proportion to the entire work (the larger the work, the greater the amount of
material which may be photocopied).
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Most single-copy photocopying for personal use in research, even when it involves a
substantial portion of a work, may well constitute fair use.

Section 10:  Guidelines for Library Reserve Uses

10.1.

10.2.

10.3.

10.4.

At the request of a faculty member, the library may photocopy and place on reserve
excerpts from copyrighted works in its collection in accordance with guidelines
similar to those governing formal classroom distribution for face-to-face teaching
discussed above.

These guidelines apply to the library reserve collection to the extent that it functions
as an extension of classroom readings or reflects an individual student's right to
photocopy for their personal use under the doctrine of fair use.

In general, faculty members and librarians may photocopy materials for reserve room
use for the convenience of students both in preparing class assignments and in
pursuing informal educational activities.

If the request calls for only one copy to be placed on reserve, the library may
photocopy an entire article, or an entire chapter from a book, or an entire poem.
Requests for multiple copies on reserve should meet the following guidelines:

10.4.1. the amount of material should be reasonable in relation to the total amount of

material assigned for one term of a course taking into account the nature of
the course, its subject matter and level;

10.4.2. the number of copies should be reasonable in light of the number of students

enrolled, the difficulty and timing of assignments, and the number of other
courses which may assign the same material;

10.4.3. the material should contain a notice of copyright; and

10.4.4. the effect of photocopying the material should not be detrimental to the

10.5.

market for the work.

For example, an instructor may place on reserve, as a supplement to a course
textbook, a reasonable number of copies of articles from academic journals or
chapters from trade books.

10.5.1. Areasonable number of copies will in most instances be less than six, but

factors such as the length or difficulty of the assignment, the number of
enrolled students, and the length of time allowed for completion of the
assignment may permit more in unusual circumstances.
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10.6. In addition, an instructor may also request that multiple copies of photocopied,
copyrighted material be placed on the reserve shelf if there is insufficient time to
obtain permission from the copyright owner.

Section 11: How to Obtain Permission

11.1. When a use of photocopied material requires permission, the user should
communicate complete and accurate information to the copyright owner.

11.2. The American Association of Publishers suggests that the following information be
included in a permission request letter in order to expedite the process:

11.2.1. Title, author and/or editor, and edition of materials to be duplicated;

11.2.2. Exact material to be used, giving amount, page numbers, chapters and, if
possible, a photocopy of the material;

11.2.3. Number of copies to be made;

11.2.4. Use to be made of duplicated materials;

11.2.5. Form of distribution (classroom, newsletter, etc.); and
11.2.6. Whether or not the material is to be sold.

11.3. The request should be sent, together with a self-addressed envelope, to the
permissions department of the publisher in question.

11.3.1. The process of granting permission requires time for the publisher to check the
status of the copyright and to evaluate the nature of the request.

11.3.2. Itis advisable, therefore, to allow sufficient lead-time to obtain permission
before the materials are needed. In some instances, the publisher may assess a
fee for the permission.

11.4. The Copyright Clearance Center also has the right to grant permission and collect fees
for photocopying rights for certain publications.

11.4.1. Library staff or a faculty member may copy from any journal that is registered
with the CCC, report the copying beyond fair use to CCC, and pay the set fee.

Legal Citation: This policy supports the U.S. Copyright Laws (17 U. S. C. §§ 101-108 and 15 U. S.
C. § 101) and the Digital Millennium Copyright Act of 1998 (17 U.S. C. §§ 120)
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https://www.copyright.com/Services/copyrightoncampus/content/index_class.html (for
Section 1)

History: Effective January 1992, revised January 2011, March 2021, July 2024

Page 14 of 16


https://www.copyright.com/Services/copyrightoncampus/content/index_class.html

Piedmont Community College Policy & Procedures Manual

Exhibit 2.16: Strategies for Determining Fair Use

The Four-Factor Fair Use Test

The fair use of a copyrighted work, including such use by reproduction in copies or photo
records or by any other means specified by that section, for purposes such as criticism,
comment, news reporting, teaching (including multiple copies for classroom use),
scholarship, or research, is not an infringement of copyright. In determining whether the
use made of a work in any particular case is a fair use, the four factors to be considered
shall include

e What is the character of the use?

e What is the nature of the work to be used?

e How much of the work will you use?

e What effect will this use have on the market for the original or for permissions if
the use were widespread?

Courts look at the first three factors before evaluating the fourth. If the first three factors
indicate that the use is likely fair, courts will not permit the fourth factor to convert an
otherwise fair use to an infringing one. On the other hand, if the first three factors indicate
that the use is likely not fair, courts are willing to consider lost revenues under the fourth
factor. In this case, they do not have to assume the conclusion in order to reach it. They
reach the conclusion based on good evidence that the use is not fair. This means that if a
use is tipping the balance in favor of fair use after the first three factors, the fourth factor
should not affect the results, even if there is a market for permissions, even if the owner
would lose money because of the use.

The College does not condone photocopying instead of purchasing copyrighted works
where such photocopying would constitute an infringement under the copyright law.

Instructions for securing permission to photocopy copyrighted works when such copying is
beyond the limits of fair use appear at the end of this section. It is the policy of the College
that the user (faculty, staff or librarian) must secure such permission whenever it is legally
necessary.

Items in the Public Domain
e Any work published on or before December 31, 1925 is now in the public domain.
e But, if the work was published between 1923 and December 31, 1963, when a non-

automatic "renewal term," existed, the copyright owner may not have renewed the

Page 15 of 16



Piedmont Community College Policy & Procedures Manual

work. If he or she did not renew, the original term of protection (28 years) would
now be expired, and these works would be in the public domain.

o After 1978, the term of protection changes. It is no longer related to a date of
publication, but rather runs for 70 years from the date the author dies (called, "life
of the author" plus 70 years). Furthermore, publication is irrelevant. Works are
protected whether they are published or not.

e Those works never published are protected for life of the author plus 70 years.

Links for additional information

e NC Community College System policy:
https://www.nccommunitycolleges.edu/sites/default/files/library-
services/cclincintellectualpropertystatementl.pdf

e The TEACH Act: https://www.copyright.com/wp-content/uploads/2015/04/CR-
Teach-Act.pdf

e The Digital Millennium Act: http://www.copyright.gov/legislation/dmca.pdf
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2.16.1 Intellectual Property

Last Revised: March 2024

Policy: Piedmont Community College (PCC) supports faculty dedicated to fostering student
learning through effective teaching and mentoring, productive scholarship and artistic
endeavor, and broad participation in the campus community. Consistent with our mission, the
College recognizes the ownership of work by faculty, staff, and students who are its creators,
along with the right of the College to use such work for its educational mission and the
development of its employees, and to participate in the financial benefits that may come from
the marketing and commercialization of work by its creator(s).

Purpose/Definitions:
Purpose

The purpose of this policy is to assist students, faculty, and staff in identifying, protecting, and
administering intellectual property rights and matters.

Definitions
College supported works—copyrightable or patentable work created by a college employee
and/or student in the course of the employee’s employment or student’s enroliment with the
College as illustrated by the following:
e The work, other than scholarly or pedagogical work, is a product of a specific contract or
assignment made in the course of the employee’s employment with the College.
Examples include college manuals, web pages, online courses, and video recordings of

college events.

e The work involved significant college resources, to include release time, grant funds,
salary supplement, leave with pay, and/or support from college personnel or students.

e Significant use of college resources requires resources of a degree not routinely made
available to all college students, faculty, and staff.

Independent works—copyrightable or patentable work created by a college employee and/or
student as illustrated by the following:

e The work was a result of individual initiative.
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e The work was not an assigned task or college-funded project.

e The work minimally involved additional college personnel or students and did not
involve significant use of college resources. Use of college computers and Learning
Commons holdings, for example, is not considered significant.

Intellectual property—intellectual and creative works that can be copyrighted or patented,
including: literary, dramatic, musical and artistic works; computer software; and inventions.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Instruction/CAQ; Vice President,
Student Development; and Vice President, Administrative Services/CFO have monitoring
authority for this policy.

Procedure:
Section 1: Determination of rights
1.1. College

1.1.1. The College retains a non-exclusive, royalty-free right to use the materials during
its useful life.

1.1.2. The College retains all rights of ownership for commissioned work.

1.1.3. Rights of ownership for works created under a grant accepted by the College are
determined by the provisions of the grant.

1.1.4. Notwithstanding the College’s ownership rights, the College may enter into an
agreement with a faculty member or employee for an equitable arrangement of
joint ownership, sharing of royalties, and/or reimbursement to the College for its
costs and support.

1.2. Faculty and Staff

1.2.1. Faculty/staff incorporating copyrightable or patentable materials into a College
course/training will retain all rights of ownership in these materials.

1.2.1.1. Examples include lessons, videos, computer programs, paintings, music,
and art generated for classes/trainings.

Page 2 of 3



Piedmont Community College Policy & Procedures Manual

1.2.2. Faculty/staff authors/developers retain the right to use the content/materials in
textbooks, journal articles, presentations, consulting projects and other scholarly
works or professional activities.

1.2.3. Faculty/staff retain the rights to use the work/materials at other institutions.
1.3. Students
1.3.1. Student works produced in a class remain the property of the student.
1.3.1.1. Students may grant the College permission to temporarily use their works.

1.3.2. Student works created during a contract with the College remain the property of
the College.

1.3.3. Inall cases, the College reserves the right to use student-produced projects for
instructional, promotional, and/or other academic purposes.

Section 2: Resolution of Disputes

2.1. The dispute resolution mechanism for resolving any disputes relative to the ownership
rights of intellectual property as it relates to faculty, staff, and/or students will be
handled in accordance with Policies 5.20 Employee Grievance and 7.12 Student
Grievance Process.

Legal Citation: N/A

History: Developed October 2010; Revised April 2011, March 2021, March 2024

Cross-references PCC Policies 5.20 Employee Grievance and 7.12 Student Grievance Process.
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2.17 Unlawful Harassment

Last Revised: December 2024

Policy: Piedmont Community College (PCC) maintains a work environment and a learning
culture that is free from harassment and intimidation of any kind, including harassment on the
basis of race, color, religion, sex, national origin, age, genetic information, veteran status,
sexual orientation or handicapping condition.

Purpose/Definitions:
Purpose

The purpose of this policy is to outlines the steps to address harassment of an employee by a
supervisor or another employee, of a student by an employee, of an employee by a student, or
of a student by another student is a violation of the policy of this college and will not be
tolerated.

Definitions

Employee—includes full- and part-time faculty, full- and part-time non-faculty personnel and
applicants for employment.

Hostile Work Environment—is one in which conduct is so severe or pervasive that a reasonable
person would find it hostile or abusive. Hostile work environment is determined by looking at
all the circumstances, including the frequency of the allegedly harassing conduct, its severity,
whether it is physically threatening or humiliating, and whether it unreasonably interferes with
an employee’s work performance or a student’s learning ability.

Informal—the communication regarding an incident is simply at the inquiry stage and open to
resolution without a formal procedure.

Investigator—Director, Human Resources and Organizational Development or designated
employee who impartially gathers facts, evidence or any material witnesses or evidence related
to the case. Investigators must be free from conflicts of interest or bias.

Retaliation—Retaliation occurs when an employer (through a manager, supervisor,
administrator or directly) fires an employee or takes any other type of adverse action against an
employee for engaging in protected activity. An adverse action is an action which would
dissuade a reasonable employee from raising a concern about a possible violation or engaging in
other related protected activity. Retaliation can have a negative impact on overall employee
morale.
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Student—any individual who is or has attended PCC and regarding whom PCC maintains
education records.

Unlawful Harassment—is unwelcomed or unsolicited speech or conduct that creates an
intimidating, hostile or offensive work or learning environment or circumstances involving quid
pro quo.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Required Training

1.1. All full-time faculty and staff are mandated to complete online interactive training
courses selected by PCC, which explain the legal aspects and provide examples of
harassing language and behaviors to be avoided.

Section 2: Reporting

2.1. Employee Reporting

2.1.1. Employees who have complaints of unlawful harassment should follow the
reporting guidelines in PCC Policy 2.6 Title IX Complaint Process or Policy 5.20
Employee Grievance, as appropriate.

2.2. Student Reporting

2.2.1. Students who have complaints of unlawful harassment should follow the
reporting guidelines in PCC Policy 2.6 Title IX Complaint Process and/or Policy
7.12 Student Grievance, as appropriate.

Section 3: Confidentiality

3.1. Allinformation regarding the complaint will be kept strictly confidential, except to the
extent required to adequately conduct the investigation.
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3.2. The investigator shall have the authority to implement informal measures designed to
address the substance of the complaint, both before and during investigation of a
complaint.

Section 4: Investigation

4.1. All complaints of unlawful harassment will be investigated within the timeframe and
other guidelines specified by PCC Policy 2.6 Title IX Complaint Process, Policy 5.20
Employee Grievance, or Policy 7.12 Student Grievance, as appropriate.

Section 5: Individual Rights
5.1. Individuals shall have the right to:

5.1.1. Receive written notice of the complaint, including a statement of the allegations,
as soon after the commencement of the investigation as is practicable and to the
extent permitted by applicable law.

5.1.2. Present relevant information to the investigator.

5.1.3. Receive, at the conclusion of the investigation, a copy of any report, to the
extent permitted by law.

5.2. Otherrights as outlined in PCC Policy 2.6 Title IX Complaint Process, Policy 5.20
Employee Grievance, or Policy 7.12 Student Grievance.

Section 6: Resolution

6.1. Unless otherwise specified in PCC Policy 2.6 Title IX Complaint Process, Policy 5.20
Employee Grievance, or Policy 7.12 Student Grievance, once the investigation is
completed, the investigator will review the findings with the appropriate vice
president.

6.1.1. This group will develop a written recommendation to resolve the complaint.

6.1.2. The written report shall include a statement of factual findings and a
determination of whether this policy has been violated.

6.2. The following actions can be taken if the complaint proves to be true. The various
actions would depend on the level of unlawful harassment:

6.2.1. Discussion with employee or student concerning a change in their behavior

6.2.2. Reprimand
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6.2.3. Demotion, suspension, or transfer to other duties
6.2.4. Dismissal
6.2.5. Loss of privileges

6.2.6. Other actions as deemed appropriate and in accordance with PCC Policy 2.6 Title
IX Complaint Process, Policy 5.19 Employee Disciplinary Policy, Policy 5.20
Employee Grievance, Policy 7.5 Code of Conduct, or Policy 7.12 Student
Grievance, as appropriate.

Section 7: Appeals

7.1. All appeals should follow the process outlined in PCC Policy 2.6 Title IX Complaint
Process, Policy 5.20 Employee Grievance, Policy 7.5 Code of Conduct, or Policy 7.12
Student Grievance, as appropriate.

Legal Citation: Title VIl of the Civil Rights Act of 1964; Title IX of the Education Amendments of
1972; N.C.G.S. 126-16

History: Effective January 20, 1993; Revised October 2001, January 2005; Adoption of Unlawful
Harassment Policy October 2010 - the contents of Policy 2.17 Sexual Harassment were replaced
with the policy contents for Unlawful Harassment (2.17); revised November 2020, May 2022,
October 2022, December 2024

Cross-references PCC Policies 2.6 Title IX Complaint Process, 5.19 Employee Disciplinary Policy,
5.20 Employee Grievance, 7.5 Code of Conduct, and 7.12 Student Grievance.

Page 4 of 4


https://www.eeoc.gov/statutes/title-vii-civil-rights-act-1964
https://www.justice.gov/crt/title-ix-education-amendments-1972
https://www.justice.gov/crt/title-ix-education-amendments-1972
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_126/GS_126-16.pdf

Piedmont Community College Policy & Procedures Manual

2.19 Weapons on College Property

Last Revised: December 2024

Policy: Piedmont Community College (PCC) prohibits any unauthorized person from possessing
or carrying, whether openly or concealed, any firearm, explosive, knife or other weapon on
educational property used by the College.

Purpose/Definitions:
Purpose

The purpose of this policy is to specify what is and is not permitted with respect to weapons on
PCC properties.

Definitions

Educational property—any school building or bus, school campus, grounds, recreational area,
athletic field, or other property owned, used, or operated by any board of education or school
board of trustees, or directors for the administration of any school.

Firearms and weapons—include, but are not limited to, the following:
e firearms of any type and ammunition

e airgunsincluding BB, stun gun, pellet and paintball guns or “guns” that resemble
actual guns

° bows and arrows, and crossbows

e any bowie knife, dirk, dagger, or knife with a blade over four (4) inches including
swords, hunting and fishing knives and switchblades capable of being opened by
throwing, explosive, or spring action

° metallic knuckles
e fireworks
e any other item used as a weapon of like kind

Ordinary pocket-knife—a small knife, designed for carrying in a pocket or purse, that has its
cutting edge and point entirely enclosed by its handle, and that may not be opened by a
throwing, explosive, or spring action.

School—a public or private school, community college, college, or university.

Page 1of4



Piedmont Community College Policy & Procedures Manual

School zone—the area within a distance of 1,000 feet from the grounds of a public, parochial,
or private school.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. This policy applies to all employees, students, and visitors to PCC educational
property.

1.1.1. The College will cooperate with law enforcement in prosecuting any violations of
local, state, and/or federal laws.

1.1.1.1. Federal law will be followed in instances in which laws contradict each
other.

1.2. Generally, it is unlawful for any individual to knowingly possess a firearm within a
school zone.

1.3. Firearms and other weapons prohibited on campus may not be stored or transported
in college-owned or rented vehicles.

Section 2: Concealed Carry Guidelines

2.1. PerN.C.G.S. 14-269.2(k), it is permissible for an individual to bring a firearm onto
campus under the following limited circumstances:

2.1.1. The firearm is a handgun; AND

2.1.2. The individual has a valid concealed handgun permit or is exempt from the law
requiring a permit; AND

2.1.3. The handgun remains in either: a closed compartment or container within the
permit holder’s locked vehicle; or a locked container securely affixed to the
permit holder’s locked vehicle; AND

2.1.4. The vehicle is unlocked only when the permit holder is entering or exiting the
vehicle; AND
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2.1.5. The handgun remains in the closed compartment or container at all times; OR

2.1.6. The handgun is being transported by an authorized law enforcement officer in
that officer’s approved agencies holster or by an authorized student in a closed
case (e.g., if carried by a student in a concealed carry or other pertinent class
offered by the College).

Section 3: Exceptions

3.1. alaw enforcement officer carrying a weapon while on duty in accordance with their
employing agency

3.2. aretired law enforcement officer carrying a firearm in compliance with the Law
Enforcement Officer Safety Act (LEOSA)

3.3. amember of the armed forces of the United States including the National Guard while
acting in official capacity

3.4. astudent in the Gunsmithing program or other programs such as Continuing
Education offering a gun safety class or concealed handgun permit class. (See Sections
2,4,and5.)

3.5. anordinary pocket-knife carried in a closed position

3.6. a weapon used solely for educational or college-sanctioned ceremonial purposes, or
used in a college-approved program conducted under the supervision of a college
administrator

Section 4: Gunsmithing Program

4.1. The College’s Gunsmithing Program has special admissions requirements related to
the possession of a firearm on educational property.

4.1.1. The Gunsmithing Program Guide is available on the PCC website.
4.2.
Section 5: PCC Firing Range
5.1. Afiring range has been provided for testing of firearms.

5.1.1. Refer to the “Gunsmithing Handbook” on the PCC website for additional
information regarding firing range use procedures.

Section 6: Consequences of Violations
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6.1. Students and employees who violate this policy shall be subject to disciplinary action
in accordance with PCC Policy 7.5 Code of Conduct and PCC Policy 5.19 Employee
Disciplinary Policy.

6.1.1. Students and employees may also be subject to applicable criminal charges.

6.2. Visitors with weapons on educational property will be asked-by authorized personnel
to leave.

6.2.1. Visitors may also be subject to applicable criminal charges.

Legal Citation: N.C.G.S. 14-269; N.C.G.S. 14-269.2; ATF P 5310.1; 1D SBCCC 400.2

History: Effective October 1995; Revised January 2011, April 2014; November 2021, December
2024

Cross-references PCC Policy 7.5 Code of Conduct and Policy 5.19 Employee Disciplinary Policy
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2.20 Access to Campus Facilities

Last Revised: August 2022

Policy: Piedmont Community College will lock and secure all buildings after regular hours of
operation for the protection of College employees, students, and property.

Purpose/Definitions:

Purpose

The policy provides guidelines for maintaining appropriate access to campus facilities.
Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Identification

1.1. Full-time college employees should wear their issued name badges while on the
College’s campuses.

1.2. Students should obtain a student identification card and to carry this card with them
while on the College’s campuses.

1.3. Students should be prepared to produce the identification card if requested.
Section 2: Keys

2.1. Keys are provided to individual employees on a need-to-enter basis as determined by
the appropriate supervisor.

2.2. Keys are issued for the sole purpose of conducting college business, and an authorized
individual shall not allow a key to be used by any unauthorized person.
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2.3. All keys remain the property of the College and shall be returned upon request or
termination of employment.

2.4. The loss or theft of any key shall be reported immediately to the office of the Vice
President, Administrative Services/CFO.

2.5. Unauthorized duplication of keys is prohibited.
Section 3: Hours of Operation

3.1. Refer to the College website (piedmontcc.edu) for current hours of operation. See

Policy 5.2 Hours of Operation for more information.

Legal Citation: N.C.G.S. 115D-20(7)

History: Effective October 2001; Revised January 2011, January 2021, August 2022

Cross references PCC Policy 5.2 Hours of Operation.
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2.21 Safety Personnel

Last Revised: June 2023

Policy: Piedmont Community College (PCC) utilizes safety personnel and law enforcement
officers who have general responsibility for safety issues on college properties.

Purpose/Definitions:
Purpose

The purpose of this policy is to ensure a safe environment for students, staff, faculty, and
visitors while on college property.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:

Section 1: College Safety Personnel and On-Campus Assistance by Law Enforcement
Officers

1.1. Under the general direction and supervision of the Director, College Safety, college
safety personnel ensure the safety and protection of students, staff, faculty, and
visitors.

1.2. Safety personnel
1.2.1. respond to calls for service and related work as assigned.

1.2.2. perform duties related to maintaining the safety and security of facilities,
grounds, materials, and equipment.

1.2.2.1. All safety personnel must maintain a visible presence on campus.
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1.2.3. enforce college policy and local, state, and federal law, but they do not have
arrest authority.

1.2.4. may request assistance and support from appropriate public safety agencies in
case of emergencies or other safety-related needs.

1.3. The College contracts with law enforcement officers to support the College’s safety
personnel and to provide additional assistance in ensuring a safe environment.

Section 2: Incident Reporting Responsibilities

2.1. Persons with information about an incident involving or occurring on college property,
whether as a victim, a witness, or otherwise, are encouraged to report promptly such
information consistent with the reporting provisions contained in the Safety Plan.

2.2. The College Safety Department will maintain a daily incident log to record by campus
location any incident occurring on college property, on a non-campus building or
property, or on public property within the campus, by the date the incident was
reported.

2.2.1. The log will include the nature, date, time and general location of the incident
and the disposition of the complaint, if known.

2.2.2. For requests of information related to the incident log, see PCC Policy 8.13 Public
Information Requests.

Legal Citation: N.C.G.S. 115D-20(7)

History: Effective October 2001; Revised January 2011, August 2021, June 2023

Cross-references PCC Policy 8.13 Public Information Requests.
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2.22 Campus Safety and Security Survey Report

Last Revised: July 2023

Policy: Piedmont Community College (PCC) will compile an annual security report which will
include a disclosure of statistics regarding crimes occurring on the college campus, on college-
controlled property, and on public property within the campus or immediately adjacent to and
accessible from the campus.

Purpose/Definitions:

Purpose

The purpose of this policy is to comply with crime awareness education and reporting
requirements of the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Annual Security Report

1.1. Asecurity report will be completed annually in accordance with requirements of the
United States Department of Education/Office of Postsecondary Education.

1.1.1. The report is made available to the public via the College’s website and upon
request to the Director, College Safety.

Legal Citation: 20 USC Section 1092(f); 34 CFR 668.46; U.S. DoEd Campus Security; Jeanne Clery
Disclosure of Campus Security Policy and Campus Crime Statistics Act
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History: Effective October 2001; Revised January 2011, August 2021, July 2023
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2.23 Technology Resources Acceptable Use

Last Revised: October 2024

Policy: Piedmont Community College’s (PCC) information systems and the data contained
therein are owned by the College and provided solely to support the educational mission of PCC
for authorized users only. All employees, students, and others in the user community are
expected to act responsibly and in conformity with generally accepted rules of network
etiquette.

Purpose/Definitions:
Purpose

The purpose of this policy is to define the unacceptable uses of PCC’s information technology
systems or resources. This policy describes the types of network applications that are contrary
to the College’s network mission, and which are therefore prohibited. These are guidelines only
and are not meant to be an exhaustive list of prohibited activities.

Definitions
AUP—Acceptable Use Policy

Information Technology Services (ITS)—the acronym used to designate Information
Technology Services.

Plagiarism—“the wrongful act of taking the product of another person's mind and presenting it
as one's own” (Alexander Lindey, Plagiarism and Originality, 1952).

Pornography—any material depicting sexual activity, as outlined in G.S. 143-805. Exceptions
may apply only when such access is necessary for official duties, as specified by law.

User—any person that is not ITS personnel that has been assigned a valid active directory logon
by ITS. Such logons (or accounts) should be used only by the owner of the account in a legal and
ethical fashion.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Information Technology/CIO has
monitoring authority for this policy.
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Procedure:
Section 1: Network Mission

1.1. The network, and through the network the Internet, offers an abundance of
educational material as well as opportunities for collaboration and the exchange of
ideas and information.

1.2. PCCrecognizes the educational value of the Internet, and strongly encourages the
responsible use of the network by all users.

1.3. Successful operation requires that all users view the network as a shared resource,
and work together to maintain its integrity by behaving in a responsible,
conscientious manner.

Section 2: Privacy Rights and Security

2.1. User data files, email, and electronic storage areas are considered the property of
PCC, subject to the College’s control and inspection.

2.1.1. The appropriate ITS administrator may access all such files and communications
to ensure system integrity and that users are complying with the requirements
of this regulation and any associated regulations.

2.1.2. Users should not expect that information stored on the network will be private.

2.2. Users are responsible for the use of their individual account and should take all
reasonable precautions to prevent others from being able to use their account.

2.2.1. Under no conditions should a user provide their password to another person.

2.2.2. Users willimmediately notify ITS if they have identified a possible security
problem relating to misappropriated passwords.

Section 3: Prohibited Use
3.1. lllegal or Destructive Activities

3.1.1. Users may not use the network for any purpose that violates the law or
threatens the integrity of the network or individual workstations. Prohibited
activities include, but are not limited to:
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3.1.1.1. Attempting to gain unauthorized access to the network or go beyond their
authorized access.

3.1.1.1.1. This includes attempting to log on through another person’s
account, generic account or access another person’s files,
attempting to obtain passwords, or attempting to remove any
existing network security functions.

3.1.1.1.2. Users will not actively search for security problems, because this will
be construed as an illegal attempt to gain access.

3.1.1.2. Intentionally developing or using programs to harass other users or to
attempt to violate the security or alter software components of any other
network, service, or system.

3.1.1.2.1. Examples of such activities include hacking, cracking into, monitoring
or using systems without authorization, scanning ports, conducting
denial-of-service attacks, and distributing viruses or other harmful
software.

3.1.1.3. Attempting to damage hardware, software, or data belonging to the
College or other users.

3.1.1.3.1. Thisincludes adding, altering, or deleting files or programs on local
or network hard drives and removing or damaging equipment such
as mice, projectors, motherboards, speakers, or printers.

3.1.1.4. Fraudulent use of credit card numbers to purchase online merchandise.

3.1.1.5. Connecting or disconnecting any hardware to the network that has not
been pre-approved by ITS.

3.1.1.6. Distributing or downloading licensed software or installing software such
as games or music in violation of software license agreements (piracy).

3.1.1.6.1. This includes any peer-to-peer file sharing.
3.2. Inappropriate Material/Pornography

3.2.1. Users will not use the network to access or distribute material that is obscene,
indecent, hateful, advocates illegal acts, or advocates violence or discrimination
toward other people.
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3.2.1.1. Thisincludes but is not restricted to distribution through email, discussion
groups, or web pages.

3.2.2. Employees, officials, and students are strictly prohibited from accessing,
viewing, or possessing pornography on any device owned, leased, maintained,
or controlled by Piedmont Community College, as well as on any network
managed by the organization.

3.2.2.1. Unauthorized viewing must be reported to the State Chief Information
Officer.

3.3. Respect for Other Users

3.3.1. Restrictions against inappropriate language or images apply to personal email,
discussion group postings, and material posted on web pages.

3.3.1.1. Users will not use obscene, profane, vulgar, inflammatory, threatening, or
disrespectful language.

3.3.1.2. Users will not post false, defamatory, or derogatory information about a
person or organization, or information that, if acted upon, could cause
damage to individuals or property.

3.3.2. Users will not harass other persons through the network.

3.3.2.1. Such harassment includes, but is not limited to, distribution of unsolicited
advertising, chain letters, or email spamming (sending an annoying or
unnecessary message to a large number of people).

3.3.2.2. Users will not post personal contact information about other people,
including address, telephone, home address, work address, etc.

3.3.2.3. Users must not send mail that does not accurately identify the sender, the
sender’s return email address, and the email address of origin.

3.4. Resource Limits

3.4.1. No software shall be downloaded from the Internet or email on a workstation
without prior permission from ITS personnel.

3.4.1.1. Software installed by any user other than ITS personnel is considered a
violation of this regulation without prior consent.
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3.4.1.2. Users have a right to temporary use of disk storage space and are
responsible for keeping their disk usage below the maximum size
allocated.

3.4.1.3. Longterm storage of large video files should be stored on the user’s
OneDrive.

3.4.1.4. Extremely large files, if left on the network for an extended period, may be
removed at the discretion of the Vice President, Information
Technology/CIO.

3.4.2. Users will check their email frequently.

3.4.2.1. Where applicable, users will comply with state and federal statutes
governing public record retention. (See PCC Policy 5.7.1 Employee
Personnel File, Section 3, for additional information.)

3.4.3. Users are to utilize college email for the purposes related to the College and
performance of their jobs, but incidental personal use is allowed.

3.4.3.1. Use of college technology, including email accounts, is limited to purposes
related to the College and to employees’ job performance.

3.4.3.2. Use of college technology for private financial gain, advertising,
solicitation or fund-raising for any non-college purpose will be considered
a violation of this regulation unless approved by the President.

3.4.4. Theft of Intellectual Property

3.4.4.1. Users must respect the legal protection provided by copyright law and
license agreements related to content, text, music, computer software
and any other protected materials. (For additional information, see PCC
Policies 2.16 Copyright and Fair Use Policy and 2.16.1 Intellectual
Property)

3.4.4.1.1. Users will not plagiarize works that they find on the Internet.
3.4.4.2. Users will respect the rights of copyright owners.

3.4.4.2.1. Copyright infringement occurs when an individual inappropriately
reproduces a work that is protected by a copyright.
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3.4.4.2.2. If a work contains language that specifies Technology Resources

Acceptable Use of that work, the user shall follow the expressed

requirements.

3.4.4.2.3. If the user is unsure whether or not they can use a work, they should

request permission from the copyright owner.

3.4.4.2.4. ltisthe regulation of PCC that any illegal peer-to-peer file sharing

over the College's network is prohibited.

3.4.4.2.5. Unauthorized distribution of copyrighted material, such as through

peer-to-peer networks, may subject users to civil and criminal

penalties.

3.4.4.2.6. Federal law authorizes a copyright owner to recover civil damages.

3.4.4.2.6.1. Copyright infringement may also be criminally prosecuted.

Virus & Ransomware Protection

To maintain a secure and reliable computing environment within our campus, PCC

requires all computers connected to the network, or that could be connected to the

network, to have a reliable and updated anti-virus scan program on each computer.

4.1.1. This program must be updated and scans performed on a regular basis.

4.1.2. ITS shall maintain network-level anti-virus protection on college owned devices.

4.1.3. Any person who knowingly introduces a virus, worm, ransomware, or Trojan
horse programs onto any computer or server is subject to disciplinary action,
including restitution. (See PCC Policy 5.19 Employee Disciplinary Policy and/or
Policy 7.5 Code of Conduct for more information.)

Section 5: Security Awareness
5.1. All users who have access to computers, email, or other forms of electronic data must

5.2.

Section 6:

acknowledge that they have read and agree to comply with all PCC policies and

procedures adopted by ITS.
Employees are required to take a security awareness class annually.

Username and Password
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6.1. PCC requires all employees and students be properly identified and authenticated
before being allowed to access the college network.

6.2. Users are responsible for safeguarding their passwords and are responsible for all
transactions using their passwords.

6.2.1. No individual may assign their account or password to any other person.

6.2.1.1. Any person who deliberately makes their account available to an
unauthorized user will incur termination of their account.

6.2.1.2. Similarly, any person who fraudulently gains access to another person's
password or account may incur disciplinary action. (See PCC Policy 5.19
Employee Disciplinary Policy and/or Policy 7.5 Code of Conduct for more
information.)

Section 7: Network Security

7.1. Any and all actions that jeopardize the integrity and stability of the network by
violating the network security standards outlined in this policy or any other college
policy is subject to disciplinary action commensurate to the level of risk or damage
incurred. (See PCC Policy 5.19 Employee Disciplinary Policy and/or Policy 7.5 Code of
Conduct for more information.)

Section 8: Access

8.1. Users who are given authorization may connect to the college network, for college
activities through a wired or wireless connection after demonstrating compliance
with security procedures established by ITS.

Section 9: Remote Access

9.1. This policy refers to connection to the college computing network from outside of the
PCC network, such as from a user’s home.

9.2. The computer systems, networks and data repositories of the College’s network are
critical resources and must be protected against unauthorized access, malicious
access, and disruption of service.

9.2.1. Authorized users of the College’s computer systems, networks and data
repositories may be permitted to remotely connect to those systems, networks
and data repositories for the conduct of college related business only through
secure, authenticated and carefully managed access methods.
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Section 10:  Technology Hardware and Software Procurement

10.1. To maintain high levels of reliability, cost effectiveness, and interoperability of the
communications and data technology within the College, PCC requires all technology
purchases, with the exception of toner/ink cartridges, be approved by ITS.

Section 11:  Student Information System

11.1. PCC maintains a database system for a wide variety of information management
purposes.

11.1.1. Much of the information is personal information on students, faculty,
employees, alumnae and friends of the College.

11.1.2. PCC considers the security of this information to be one of the College's most
serious responsibilities, and accordingly, access to these databases is limited to
persons who have a legitimate need to use the information to advance the
academic and administrative goals of the College.

11.2. Persons who are given passwords and have legitimate access to the information on
Ellucian Colleague / Banner have a strict responsibility to ensure that this information
is used appropriately, and that the privacy of persons identified through this
information is strictly protected. (See PCC Policy 5.7.1 Employee Personnel File and
Policy 7.6 The Family Educational Rights and Privacy Act of 1974 for more
information.)

11.2.1. This responsibility extends both to information available on computer screens
as well as information available in print media, including all printouts, manual
dossiers, correspondence files, directories, and similar forms of information
banks.

Section 12:  Telephone System and Voicemail
12.1. PCC provides telephone and voicemail access to many employees.

12.1.1. The same policies and expectations that govern e-mail also govern voicemail
and telephone usage.

12.2. Any use of PCC telephones for any fraudulent or illegal purpose will incur severe
penalties, including the possible involvement of law enforcement authorities as well
as disciplinary action by the College. (See PCC Policy 5.19 Employee Disciplinary Policy
and/or Policy 7.5 Code of Conduct for more information.)
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12.3. Telephone misconduct includes misuse of telephone credit cards, misuse of college
long-distance access codes, theft of telephone instruments, and any related
misconduct.

Section 13:  Violation of this Regulation

13.1. Inthe event there is an allegation that a user has violated this policy, the user will be
provided with notice of the alleged violation and an opportunity to present an
explanation before an administrator.

13.1.1. Disciplinary actions will be tailored to meet specific concerns related to the
violation and to assist the student or employee in gaining the self-discipline
necessary to behave appropriately on a computer network. (See PCC Policy 5.19
Employee Disciplinary Policy and/or Policy 7.5 Code of Conduct for more
information.)

13.1.2. The Vice President, Information Technology/CIO has authority to disable any
account where there is a violation of this policy.

13.2. The College may at its sole discretion determine whether a use of the network is a
violation of this policy.

13.2.1. Violations of this policy may result in a demand for immediate removal of
offending material, blocked access, suspension or termination of the users
account, or other action appropriate to the violation.

13.2.2. The College reserves the right to act without notice, when necessary, as
determined by the administration.

13.2.3. The College may involve, and will cooperate with, law enforcement officials if
criminal activity is suspected.

13.2.3.1. Violators may also be subject to civil or criminal liability under applicable
law.

Legal Citation: N.C.G.S. 115D-24, N.C.G.S. 132

History: Effective October 2001; revised April 2009, January 2011, May 2021, July 2023,
October 2024
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Cross-references PCC Policies 2.16 Copyright and Fair Use Policy, 2.16.1 Intellectual Property,
5.7.1 Employee Personnel File, 5.19 Employee Disciplinary Policy, 7.5 Code of Conduct, 7.6 The
Family Educational Rights and Privacy Act of 1974
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2.24 Information Access Security

Last Revised: July 2023

Policy: Piedmont Community College (PCC) is committed to ensuring the security of faculty,
staff, and students’ personal information by preventing unauthorized access and establishing
user accountability when using IDs, passwords, and two-factor authentication for network
administrators.

Purpose/Definitions:
Purpose

The ability to verify the identity of users is critical for ensuring authorized access to secured
system resources and for establishing accountability. As such, the purpose of this policy is to
provide secure, reliable, and accurate information to authorized users and recipients, and to
preserve records integrity. The College is committed to preventing unauthorized data access
through established accountability procedures.

Definitions

Access—the ability to make use of any resources of a computer, computer system, or computer
network. Examples include the use of these resources to instruct, communicate, input/output,
process data.

Authentication—methods to determine a user’s identity, to verify that it is correct, and to
establish accountability.

Authorization—the process of authoring a user access to secured information. Before
authorization is approved, authentication must first be verified.

Authorized User—a user who has been authenticated and authorized to use a computer,
computer system, or computer network. Besides a human user, any “system, application or
defined group” that needs to be authenticated using an ID and password will also be
considered as a ‘user’ in this policy.

Data Custodian—individuals with day-to-day responsibilities to enter, modify, delete, or
disseminate data in their functional area at the direction of the responsible Data Steward. They
are accountable for the accurate and timely entry of data assigned to them and can be
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responsible for the technical environment and systems supporting the use and security of
College Data.

Data Owners—typically senior administrators with specific responsibilities related to
compliance and risk with respect to external agencies. Different data owners may have
responsibility for different types of data across the College, and act as an authority - judging
access in a manner consistent with college policy and rules established by external regulatory
bodies - on who is or is not granted access to confidential data and under what conditions.

Data Stewards—individuals who are responsible for overseeing a collection of College Data
under the direction of a Data Owner. Data Stewards are responsible for the proper handling
and protection of a collection of data. Stewards are responsible for how their data collection is
used for the business of the College, interpret their meaning, and produce information out of
data.

Information Assets—a definable piece of information, stored in any manner which is
recognized as 'valuable' to the College.

Information Technology Services (ITS) —the acronym used to designate Information
Technology Services.

Student—any individual who is or has attended PCC and regarding whom PCC maintains
education records.

System—an assembly of components (hardware, software, procedures, human functions, and
other resources) united by some form of regulated interaction to form an organized whole; a
group of related processes.

Two-Factor Authentication (2FA)—a security process that requires a user to provide two
different authentication factors to verify their identity before gaining access to a system or
service. These two factors typically include something the user knows (such as a password or
PIN) and something the user has (such as a security token or mobile device). By requiring two
different factors, 2FA adds an extra layer of security and makes it more difficult for
unauthorized users to gain access to sensitive information or resources.

User/Normal User—a person, system, application, or defined group that has been
authenticated to an ITS system and granted access only to those resources to which they have
been granted authorization.
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Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Information Technology/Chief
Information Officer has monitoring authority for this policy.

Procedure:
Section 1: Authentication

1.1. All users must be properly identified and authenticated before being allowed to access
secured PCC information assets.

1.2. This policy applies to all individuals accessing the PCC network resources and data.
Section 2: Process of Verification

2.1. Asupervisor verifies an employee’s identification and recommends authorization by
completing an IT Network Account form.

2.1.1. The supervisor indicates appropriate access that is needed for job-related duties.

2.2. All authorization requests for specific data subsets must be approved by the data
owner or appointee and submitted to ITS for implementation.

2.2.1. The data owners will be responsible for reviewing and approving in writing any
changes in security settings, access rights, or other configurations.

2.2.2. Data owners will review security access every 6 months for individuals who have
access to their area of ownership.

2.3. All users must adhere to PCC policies 2.24 Information Access Security Policy and 2.23
Technology Resources Acceptable Use.

Section 3: Access to Information Systems

3.1. The combination of a unique user-ID, valid password, and utilization of Two-Factor

Authentication (2FA) is the minimum requirement for granting access to any secured
information assets.

3.2. Aunique user ID must be assigned for each user so that individual accountability can
be established for all system activities.

3.2.1. ITS will assign individual user IDs based on system requirements and limitations.
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3.3. Passwords for all users will consist of a minimum of 12 characters and must be
complex.

3.3.1. Passwords longer than this minimum are acceptable and encouraged.
3.3.2. Users are required to change their password every 90 days.
3.3.3. Passwords must never be shared for any reason.

3.4. Any unauthorized interception, access, or use of someone else’s credentials by
another person is unethical, a breach of college policy, and a criminal offense under
N.C.G.S. 14-458 and the Federal Computer Fraud and Abuse Act.

Section 4: Network Security

4.1. ITS will use all features available in each system to monitor and control unsuccessful
login attempts, to manage passwords to ensure security, and to prevent exploitation
of guessed passwords or weaknesses arising from long-life passwords.

4.2. ltis expected that new systems using IDs and passwords for identification and
authentication meet or exceed the basic standards as defined in this policy.

4.2.1. Whenever possible, existing systems should conform to this policy.

4.3. As current systems are upgraded, security access controls using IDs and passwords
must also be upgraded to meet or exceed the minimum standards established in this
policy and industry practices, whenever possible.

4.4. Physical access to Network Operation Center (NOC) computer facilities and equipment
rooms are limited to ITS staff and others who have a legitimate need for access.

4.4.1. Physical access is approved by the CIO and is controlled by issued keys and digital
locking devices.

4.5. PCC will evaluate its business needs and the associated risks for its information
systems in conjunction with identification and authentication requirements using
appropriate standards and best practices.

Section 5: Student Access

5.1. A completed PCC Application for Admission generates unique usernames and
passwords for the prospective curriculum student.
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5.1.1. Registration form for continuing education students also generates unique
usernames and passwords when the students are entered into Ellucian.

5.2. Students must present valid identification when they first register for classes at the
College.

5.2.1. This initial registration activates the usernames and passwords previously
assigned to the student.

5.2.2. Once activated, student usernames and passwords provide access to email,
student portals, and the learning management system.

Legal Citation: N.C.G.S. 14-458, Federal Computer Fraud and Abuse Act

History: Effective October 2001; Revised March 2010, February 2012, August 2021, September
2021, October 2021, May 2022 —updated definitions, May 2023, July 2023

Cross-references PCC Policy 2.23 Technology Resources Acceptable Use.
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2.24.1 Electronic Signature

Last Revised: November 2022

Policy: Piedmont Community College (PCC) recognizes an electronic signature as a valid
signature from faculty, staff, and students subject to defined conditions.

Purpose/Definitions:
Purpose

This policy allows PCC to conduct official business by streamlining processes through the use of
electronic documents/signatures.

Definitions

Electronic Signature—any electronic process signifying an approval to terms, and/or ensuring
the integrity of a document presented in electronic format.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority over this policy.

Procedure:
Section 1: Validity of Electronic Signatures
1.1. An electronic signature is considered valid when one of the following conditions is met:
1.1.1. Condition 1: Campus Network Username and Password
1.1.1.1. Institution provides student or employee with a unique username.
1.1.1.2.  Student or employee sets his or her own password.

1.1.1.3.  Student or employee logs into the campus network and secure site by
using both the username and password.

1.1.2. Condition 2: Student/Employee Login ID and Personal Identification Number
(PIN)
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1.1.2.1. Institution provides student or employee with a unique PIN.

1.1.2.2.  Student or employee sets his or her own PIN.

1.1.2.3.  Student or employee logs into a secure site using both login ID and PIN.
1.1.3. Condition 3: Third-Party Software/Documents or Systems

1.1.3.1.  User provides a username and/or password to a third-party to validate
the user’s identity.

Section 2: Acceptable Use of Electronic Signatures

2.1. Student use of electronic signatures includes, but is not limited to:
2.1.1. registering for classes
2.1.2. checking financial aid awards
2.1.3. paying student bills
2.1.4. obtaining official and unofficial transcripts
2.1.5. updating contact information
2.1.6. logging into campus computers
2.1.7. completing forms
2.1.8. submitting class work or tests

2.2. Faculty and staff use of electronic signatures includes, but is not limited to:
2.2.1. submitting grades
2.2.2. submitting attendance/enrollment information
2.2.3. viewing personal payroll data
2.2.4. logging into campus computers

2.2.5. accessing protected data through the administrative computing system
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Section 3: User Responsibilities

3.1. ltis the responsibility and obligation of each user to keep their passwords and PIN
private so others cannot access their credentials. See PCC Policy 2.24 Information
Access Security for more information.

3.2. Once logged in, the user is responsible for any information they provide, update or
remove.

3.3. Users are responsible for logging out of all systems and exercising the necessary
precautions when using publicly accessible computers.

Section 4: College Responsibilities

4.1. The College will take steps to ensure both the PIN and password are protected and kept
confidential.

Legal Citation: Family Educational Rights and Privacy Act (FERPA) of 1974, Electronic Signatures
in Global and National Commerce Act (E-SIGN) (15 U.S.C. § 7001, et seq.), Department of
Education (DoED) Government Paperwork Elimination Act (2005)

History: Effective February 2012; Revised March 2021, November 2022
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2.25 Electronic Surveillance

Last Revised: November 2024

Policy: Piedmont Community College (PCC) uses electronic surveillance to promote the safety
and security of students, faculty, staff and visitors; to protect college property; to deter and
prevent criminal activities; and to enforce college policies.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline use of electronic surveillance on college properties.
Definition

Electronic surveillance—the process of observing and/or recording using video, audio, and
digital components.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Electronic Surveillance on College Property
1.1. College buildings and grounds are equipped with electronic monitoring devices.

1.2. Electronic surveillance is used in areas where monitoring might be necessary to
protect external assets or to provide for the personal safety of individuals on college
grounds or premises.

1.3. Cameras shall not be used to monitor the interior of restrooms.

1.4. The Vice President, Administrative Services/CFO or designee will be responsible for
managing the use and security of electronic surveillance equipment.

1.5. Only individuals authorized by the Vice President, Administrative Services/CFO in
accordance with policy shall have control of electronic surveillance equipment.
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Section 2: Notification

2.1. Signs advising the use of electronic surveillance will be prominently posted on college
properties.

Section 3: Use of Electronic Surveillance Material

3.1. Arecording made pursuant to this policy may be used by the College as evidence in
any disciplinary action brought against students, faculty, staff, or the general public
arising out of conduct in or about college property.

3.2. The College may use electronic surveillance to detect or deter criminal offenses.

3.3. Recordings may be released to law enforcement or others in the course of civil or
criminal proceedings.

3.3.1. The President reserves the right to withhold electronic surveillance material in
the absence of a subpoena or court order.

3.4. The College or its administrators may use electronic surveillance and the resulting
recordings for inquiries and proceedings related to law enforcement, deterrence, and
student, faculty, or staff discipline.

3.5. The College shall not use electronic surveillance for any other purposes without the
express written authorization of the Vice President, Administrative Services/CFO.

Section 4: Protection of Information and Disclosure, Security, and Retention of Recordings
4.1. All electronic surveillance records not in use are securely stored.
4.2. All video records should be time-, date-, and location-stamped.

4.3. The Vice President, Administrative Services/CFO must authorize access to all
electronic surveillance records.

4.4. Alog will be maintained of all episodes of access to, or use of video recorded
materials.

4.5. Video records will be retained for a minimum of 30 days or until server capacity is
reached, whichever occurs first.

4.5.1. Video records used to make a decision directly affecting an individual, however,
may be retained until the matter is resolved.
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4.6. A completed release form (Exhibit 2.25) is required before disclosing material to
appropriate authorities or third parties.

Section 5: Access to Personal Information

5.1. Anindividual who is the subject of electronic surveillance has the right to request
access to the recording in accordance with applicable law.

Legal Citation: N/A

History: Effective April 2005, Revised January 2011, August 2021, November 2024
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Exhibit 2.25

PIEDMONT COMMUNITY COLLEGE ELECTRONIC SURVEILLANCE RELEASE FORM

Individual/Organization requesting material:

Date of Request:

Reason:

Date/Time of Recording/Occurrence:

General Location of Camera(s), if applicable:

Authorizing Document (Please list type of documentation, e.g., subpoena, court order,
and attach document to this release form for our records.)

Authorized by:

(Signature Vice President, Administrative Services/CFO) (date)

Material received by:

(Signature) (date)

Material from:

(Signature) (date)
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2.26 Foreign Nationals Compliance

Last Revised: November 2024

Policy: Piedmont Community College (PCC) has the responsibility of withholding and reporting
on payments to foreign nationals (employees, contractors, vendors, and students) in
accordance with federal regulations.

Purpose/Definitions:
Purpose

The purpose of this policy is to ensure compliance with federal regulations and outline the
procedures for withholding and reporting on payments to foreign nationals.

Definitions

Foreign national—any person who is not a citizen of the United States.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:

Section 1: General Reporting Requirements

1.1. PCC completes the Finance and Operations Division Quarterly Foreign Nationals
Payment Certification and submits it to the NCCCS via e-mail.

1.1.1.  If noforeign nationals are identified, this quarterly report is sufficient.

1.2.  Assoon as foreign nationals are identified, staff in the following areas should report
this information to the Office of Human Resources and Organizational Development
(HROD).

1.2.1.  Office of HROD—Business Partner (Temporary, Full and/or Part-Time
Employee/Salary Payments to non-US Citizens)
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1.2.2.  Business Office (Vendors and Contractual/non-Salary Payments to non-US
Citizens)

1.2.3.  Student Development (Scholarship/non-Salary Payments to non-US Citizens)
1.2.4.  Continuing Education (Scholarship/non-Salary Payments to non-US Citizens)
Section 2: Workflow when a foreign national is identified

2.1. PCCidentifies a foreign national who will be compensated via payroll, accounts
payable, or student services.

2.1.1.  PCC completes the College Foreign Nationals Information System (FNIS)
Information Form

2.1.2.  The appropriate department should maintain a copy of evidentiary and
supporting documentation

2.2.  NCCCS office establishes the initial records in FNIS and notifies PCC via e-mail to
enter the data into the web application, if applicable, with guidance from the NCCCS
office.

2.3.  PCC enters demographic data into FNIS, prints data sheet signed by authorized office
(Personnel, Business Office, and/or Student Development/Continuing Education),
and submits copy to the NCCCS office.

2.4.  PCC submits the initial payment information to the NCCCS Office on the Foreign
National Payments Form for each individual added to the system for tracking. This
form will be submitted on a monthly basis to update the payroll information in the
Tax Navigator.

2.5.  NCCCS Office loads initial payment information into Tax Navigator upon receiving
the signed FNIS data sheet and performs the Substantial Presence Test (SPT).

2.5.1. Tax Navigator generates any applicable forms.

2.6.  NCCCS Office sends any forms generated to PCC via e-mail for printing, signatures,
and distribution.

2.7.  PCC submits the Foreign National Payments Form for individuals being tracked in
Windstar via e-mail to the NCCCS office quarterly.

2.8.  NCCCS Office will update all records quarterly from the payment information
submitted by PCC.
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2.9. Atthe end of the calendar year, IRS Forms 1042, 1042-T and 1042-S will be created
by the System Office and sent to the college to be submitted to the IRS by March 15
each year. Form 1042-S must also be distributed by the college to the foreign
national individuals and companies by March 15 each year.

Section 3: Salary Payments to Non-US Citizens Who are Temporary, Full- and/or Part-time
Employees

3.1.  All new hires will complete the I-9 Form; all non-US Citizens will be required to fill
out the Foreign National Information System Data Gathering Form at the time they
are hired.

3.1.1.  Passports and visas will be photocopied and placed in the employee’s
personnel file along with the original, signed Information Data Gathering form.

3.1.2.  The Office of HROD will be responsible for submitting the information to the
NCCCS office per the Workflow for Colleges Managed through the NCCCS office
guidelines.

3.2. Inaddition to the I-9 process, electronic verification using the internet-based E-
Verify Program is required for every newly hired employee who began work on or
after January 1, 2007.

3.2.1.  This program is to be used only to determine the employment eligibility of
newly hired employees. Attempting to verify the employment eligibility status
of a person who was employed by PCC before January 1, 2007 is strictly
prohibited.

3.2.2.  This verification process is done in the Office of HROD.

3.3. Toensure compliance with its provisions, Immigration Reform and Control Act
(IRCA) mandates that employers certify the employment eligibility of all new
employees (including United States citizens) hired on or after November 7, 1986, by
requiring completion of the employment eligibility form, 1-9, within three days of
employment.

Section 4: Non-Salary Payments to Non-US Citizens who are Contractors/Vendors

4.1.  All potential contractor(s) designated as an individual or a company are required to
complete a W-9 Form.

4.2.  Whenitis determined that the payee is a non-US Citizen, the Purchasing Office will
have the contractor(s)/vendor(s) complete a FNIS Data Gathering Form.
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Passports and visas will be photocopied and placed in the Purchasing Office
files with the original, signed FNIS Data Gathering form.

The Business Office is responsible for submitting the information to the NCCCS
office per the Workflow for Colleges Managed through the NCCCS office
guidelines.

Non-Salary Payments to Non-US Citizens who are Students

5.1.  All potential students are required to complete either a PCC Enrollment Application

or a continuing education registration form.

5.1.1.

5.1.2.

5.1.3.

After the application or registration form is reviewed and it is determined that
the student is a non-US citizen, the Student Development or Continuing
Education Representative will have the student complete a FNIS Data
Gathering Form.

Passports and visas will be copied and placed in the student’s file along with
the original, signed FNIS Data Gathering form.

The Student Development or Continuing Education Representative will be
responsible for submitting the information to the NCCCS office per the
Workflow for Colleges Managed through the NCCCS Office guidelines.

Legal Citation: State of NC Policy and Procedures Pertaining to Payments and Compensation of

Foreign Nationals, Governments, and Corporations; 26 U.S.C. § 1441

History: Effective: January 2006; Revised January 2011, November 2021, November 2024
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2.27 Institutional Standing Committees
Last Revised: March 2025
Policy: Piedmont Community College (PCC) establishes Institutional Standing Committees to

recommend policies, standards, and procedures for functions executed by the College
community.

Purpose/Definitions:

Purpose

The purpose of the Institutional Standing Committees is to assist the College achieve its
declared mission and goals. The College draws upon the committee members’ knowledge,
collective experience, and creative powers in an on-going cooperative effort to develop and
review policies and programs in accordance with local, regional, state, and federal regulations

and guidelines.

In addition, the purpose of standing committees is to provide a forum to ensure the
opportunity for the exchange of ideas among the college community.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The President has monitoring authority for this policy.

Procedure:
Section 1: Standing Committee Oversight
1.1. The following Institutional Standing Committees have been established:
1.1.1. Buildings, Grounds, and Safety
1.1.2. Community Engagement Committee
1.1.3. Curriculum Committee

1.1.4. Data Governance
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1.1.5. Distance Learning Committee

1.1.6. Employee Resources Committee
1.1.7. Enrollment Management Committee
1.1.8. Institutional Effectiveness Committee
1.1.9. Keep the Pace Steering Committee
1.1.10. Learning Commons Committee
1.1.11. Marketing Committee

1.1.12. Professional Development Committee
1.1.13. Student Affairs Committee

1.1.14. Technology Committee

1.2. The Institutional Standing Committee Directory is saved and shared on the College
intranet.

1.3. The Executive Council, as the deliberative body representing the college community,
will have the sole authority to create new standing committees.

1.4. At the direction of its chair, each committee will review its roles and membership
composition prior to the end of the academic year.

1.4.1. Any requested changes should be sent to the Director, Research & Institutional
Effectiveness to present to the Executive Council for review and
recommendation for approval to the President.

1.5. Revisions to College policies, procedures or standards must be reviewed and
recommended for approval by the Executive Council to the President.

Section 2: Committee Meetings and Minutes

2.1. Institutional Standing Committees will meet at least three (3) times each academic
year, with additional meetings as needed.

2.1.1. The college community will be notified of all standing committee meeting dates
and times.
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2.2. Committee minutes will be saved and shared on the College intranet by the
committee chairperson or designee.

2.2.1. All actions taken by the committee must be clearly defined and/or stated in the
minutes.

Section 3: Student Representation on Standing Committees

3.1. Student representatives for the committees will be appointed by the Student
Government Association Advisor in consultation with student club/organization
advisors.

3.2. At the beginning of each academic year, the Advisor or designee will provide an
updated roster to the Director, Research & Institutional Effectiveness.

Legal Citation: N/A

History: Effective October 2011; Revised August 2021, December 2024, March 2025
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2.28 Substantive Change

Last Revised: February 2025

Policy: Piedmont Community College (PCC) complies with Substantive Change policies and
procedures of the Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC) as a condition of its continued accreditation.

Purpose/Definitions:
Purpose

The purpose of this policy is to ensure compliance with SACSCOC substantive change
requirements.

Definitions

Substantive Change—defined by SACSCOC policy as “a significant modification or expansion of
the nature and scope of an accredited institution.” (Reference Citation 1)

Substantive changes, including those required by federal regulations, include:

e Substantially changing the established mission or objectives of an institution or its
programs.

e Changing the legal status, form of control, or ownership of an institution.

e Changing the governance of an institution.

e Merging / consolidating two or more institutions or entities.

e Acquiring another institution or any program or location of another institution.

e Relocating an institution or an off-campus instructional site of an institution (including a
branch campus).

e Offering courses or programs at a higher or lower degree level than currently
authorized.

e Adding graduate programs at an institution previously offering only undergraduate
programs (including degrees, diplomas, certificates, and other for-credit credential).

e Changing the way an institution measures student progress, whether in clock hours or
credit-hours; semesters, trimesters, or quarters; or time-based or non—-time-based
methods or measures.

e Adding a program that is a significant departure from the existing programs, or method
of delivery, from those offered when the institution was last evaluated.

e |Initiating programs by distance education or correspondence courses.

e Adding an additional method of delivery to a currently offered program.

e Entering into a cooperative academic arrangement.
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e Entering into a written arrangement under 34 C.F.R. § 668.5 under which an institution
or organization not certified to participate in the title IV Higher Education Act (HEA)
programs offers less than 25% (notification) or 25-50% (approval) of one or more of the
accredited institution's educational programs.

e Substantially increase or decreasing the number of clock hours or credit hours awarded
or competencies demonstrated, or an increase in the level of credential awarded, for
successful completion of one or more programs.

e Adding competency-based education programs.

e Adding each competency-based education program by direct assessment.

e Adding programs with completion pathways that recognize and accommodate a
student’s prior or existing knowledge or competency.

e Awarding dual or joint academic awards.

e Re-opening a previously closed program or off-campus instructional site.

e Adding a new off-campus instructional site/additional location including a branch
campus.

e Adding a permanent location at a site at which an institution is conducting a teach-out
program for students of another institution that has ceased operating before all student
have completed their program of study.

e Closing an institution, a program, a method of delivery, an off-campus instructional site,
or a program at an off-campus instructional site.” (Reference Citation 1)

In addition to the federal requirements, the SACSCOC Board of Trustees has approved
additional substantive changes that require notification and, in some cases, approval prior to
implementation. SACSCOC policies and procedures address substantive changes identified
through both Federal regulations and Board approval.

If an institution fails to follow SACSCOC substantive change policy and procedures, it may lose
its Title IV funding or be required by the U.S. Department of Education to reimburse it for
money received by the institution for programs related to the unreported substantive change.
In addition, the institution’s case may be referred to SACSCOC Board of Trustees for the
imposition of a sanction or for removal from membership.” (Reference Citation 1)

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority. The President and Accreditation Liaison have monitoring authority for
this policy.

Procedure:

Section 1: Leadership responsibility
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1.1. The President, Vice Presidents, Deans, and Directors have a fundamental responsibility
to take the following steps to ensure compliance with substantive change

1.1.1. Be aware of both PCC and SACSCOC policies on substantive change,

1.1.2. Involve key stakeholders which may include college faculty, staff, students,
potential students, and industry partners, as appropriate.

1.1.3. Inform the Executive Council and the College’s Accreditation Liaison as soon as
possible of actions or proposals that may be considered a substantive change for
the College, and

1.1.4. Provide to the Accreditation Liaison all information, data, and/or prospectus
necessary to comply with SACSCOC policy.

Section 2: Accreditation Liaison responsibility

2.1. The Accreditation Liaison is required by SACSCOC to notify the Commission “in
advance of substantive changes and program developments in accord with the
substantive change policies of the Commission.” (Reference Citation 2) To fulfill this
responsibility, the Accreditation Liaison will

2.1.1. Provide information to the President, Vice Presidents, Deans, and Directors
about the SACSCOC Substantive Change Policy. This includes providing current
information concerning substantive change on the PCC website and sending
information about substantive change to the President, Vice Presidents, Deans,
and Directors at least annually;

2.1.2. Work with Vice Presidents, Deans, and Directors to determine whether a
proposed change is substantive;

2.1.3. Present proposed changes to the College’s Curriculum Committee for approval;

2.1.3.1. Determine what action with respect to SACSCOC is needed when a change is
substantive;

2.1.4. Assist the President in submitting the appropriate notice or prospectus to
SACSCOCG;

2.1.5. Coordinate any required follow-up action with SACSCOC and the President, Vice
Presidents, Deans, and Directors; and
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2.1.6. Update the Executive Council and Director, Financial Aid (for Title IV Reporting)
on the status of Substantive Change submissions to SACSCOC.

Reference Citations:

1. Southern Association of Colleges and Schools, Commission on Colleges.
SUBSTANTIVE CHANGE FOR ACCREDITED INSTITUTIONS OF THE COMMISSION ON
COLLEGES; Policy Statement.
https://sacscoc.org/app/uploads/2019/08/SubstantiveChange.pdf

2. Southern Association of Colleges and Schools, Commission on Colleges.
THE ACCREDITATION LIAISON.

https://sacscoc.org/app/uploads/2019/08/accreditation-liaison.pdf

History: Effective January 2011; Revised February 2012, October 2020, October 2022, February
2025
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2.29 Tobacco-Free Campus

Last Revised: October 2024

Policy: Piedmont Community College (PCC) prohibits the use of tobacco products on any
College property and in any college building, facility, or vehicle.

Purpose/Definitions:

Purpose

The purpose of this policy is to provide guidance to students, employees, and visitors regarding
the prohibition of tobacco use on College properties, effective August 1, 2017.

Definitions

Tobacco products—items such as cigarettes, cigars, cigarillos, blunts, pipes, bidis, hookahs,
chewing tobacco, dip, smokeless tobacco, snuff, vapes, or any other items containing tobacco

products or reasonably resembling tobacco or tobacco products, including electronic cigarettes.

Tobacco use—actions such as smoking, chewing, dipping, or any other use of tobacco products.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Policy Enforcement
1.1. All PCC employees share responsibility to assist in the enforcement of this policy.

1.2. Campus safety officers will support employees in enforcing the policy and should be
contacted for assistance when needed.

Section 2: Consequences to Violating Policy

2.1. Students who repeatedly violate this policy will be referred to the student disciplinary
process (See PCC Policy 7.5 Code of Conduct).
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2.2. Employees who repeatedly violate this policy will be referred to their supervisor and
to the appropriate employee disciplinary process (See PCC Policy 5.19 Employee
Disciplinary Policy).

2.3. Visitors, volunteers, contractors, or other service providers who repeatedly violate this
policy will be asked to leave PCC property.

Legal Citation: N.C.G.S. 115D-20.1

History: Effective July 2011; Revised October 2013, January 2017, June 2019, March 2021,
October 2024
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2.30 Institutional Effectiveness

Last Revised: February 2025

Policy: Piedmont Community College (PCC) engages in ongoing, comprehensive, and integrated
research-based planning and evaluation processes that (1) focus on institutional quality and
effectiveness and (2) incorporate a systematic review of institutional goals, and outcomes
consistent with its mission.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline the processes governing institutional effectiveness.

Definitions

Goals—an observable and measurable end result having one or more objectives to be achieved
within a more or less fixed time frame.

Mission Statement—a declaration of an organization’s core purpose and focus.

Objective—identifying what is expected at the end of a process or activity (intended results).

Outcomes—end results, consequences.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Director, Research & Institutional Effectiveness has

monitoring authority for this policy.

Procedure:
Section 1: Stakeholder Involvement Chart
IE Process Board of Community Faculty Staff Students
Trustees Members
Advisory X X X X
Committees
Annual X X X
Outcomes
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Assessment

General X X X
Education
Competencies

Program and X X X X
Service Area
Reviews

Standing X X X
Committees

State X X X
Performance
Measures

Strategic X X X X X
Planning

Section 2: Strategic Planning

2.1. Review the mission statement to ensure that it remains relevant to the College.
2.2. Compile data from ongoing evaluation processes.

2.2.1. Utilize focus groups to gather data specific to the upcoming multi-year strategic
plan.

2.3. Determine the major initiatives for the strategic plan.

2.4. Assign work teams to review performance data with the goal of identifying factors to
include in the strategic plan.

2.5. Identify goals and objectives for the plan.
2.6. Present the final multi-year strategic plan to the Board of Trustees for approval.

2.7. Annually the IE Committee decides which objectives to include in the implementation
plan for that year, determining targets, data sources, and responsible party.

2.8. Report results for each target annually.

2.9. Periodic review of the strategic plan may be conducted.

Section 3: Program and Service Area Reviews
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3.1. PCC performs an in-depth assessment of academic programs and service areas every
five years, on a staggered cycle.

3.2. Committee chair (dean or director) appoints a committee to review relevant data and
conduct a SWOT analysis of the program or department to ensure its effectiveness.

3.3. Develop an action plan with verifiable objectives and timelines to address factors
identified by the SWOT analysis to achieve continuous improvement of said program or
department.

3.3.1. Committee chairs submit an action plan update twelve months after the report is
due.

Section 4: Annual Outcomes Assessment (Annual Planning Cycle)

4.1. Develop and evaluate department or program objectives with measures of assessment
and criteria for success.

4.1.1. Objectives should align with strategic plan objectives (identified in section 2
above) and should consider previous year’s assessment results.

4.1.2. Results should be used to improve departments and programs.

4.2. Deans, directors, and coordinators compile and prioritize their budget requests based
on their area objectives to be approved by the President and vice presidents.

4.3. Outcomes assessment is compiled and presented to the President and the Executive
Council once every 2 years.

Section 5: State Performance Measures Student Success Indicators

5.1. Track performance on seven student success indicators adopted by the State Board of
Community Colleges.

5.1.1. The threshold of acceptability is the baseline, and the performance target is the
excellence level, set by the NCCC System Office.

Section 6: General Education Competencies General Education Competencies and
Identified Courses (#5)

6.1. Collect student artifacts during the semester in identified courses.

6.2. Score artifacts using the rubrics developed for general education assessment.
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6.2.1. Scoring is conducted by trained, multi-disciplinary teams.

6.3. Summarize and share data with the college community.

6.4. Create and submit General Education Use of Result Summary in year two.
6.4.1. Complete impact column during the next assessment cycle.

Section 7: Advisory Committees (see PCC Policy 6.34)

7.1. Invite potential committee members to participate.

7.2. Program head will organize and conduct advisory committee meeting to obtain
information to improve workforce and career programs.

7.2.1. Advisory committees are comprised of individuals with expertise in the program
area who can advise the College regarding workforce needs.

7.3. Surveys may be sent to meeting attendees to allow for information regarding the
program area to be shared.

7.4. Advisory committee minutes are retained and stored in the respective departments.

Section 8: Standing Committees (see PCC Policy 2.27)

8.1. Prepare a new Standing Committee Roster at the beginning of each academic year.

8.2. Standing Committee Chairs will schedule meetings according to the guidelines in the
Standing Committee Roster.

8.3. Standing Committee Rosters and meeting minutes are retained and stored on the
College’s intranet.

Reference Citation: Resource Manual for the Principles of Accreditation; Foundations for
Quality Enhancement (CR 7.1), State Performance Measures

History: Effective July 2011; Revised February 2021, November 2023, February 2025

Cross references PCC Policies 2.27 Institutional Standing Committees and 6.34 Advisory
Committees.
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2.31 Use of College Vehicles

Last Revised: March 2025

Policy: Piedmont Community College (PCC) vehicles are provided as a convenience to assist
faculty and staff in carrying out their responsibilities to the institution.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure by which the college vehicles shall be
used by college personnel.

Definitions

Utility cart—a vehicle that travels with speeds of 25 mph or below, does not have a vehicle
identification number, and is designed primarily for off-road use.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:

Section 1: All College Vehicles

1.1. Only approved college employees are allowed to drive college vehicles. Students are
not permitted to drive any college vehicle unless it is required to fulfill course
requirements as defined by the student learning outcomes.

1.2. Upon employment any employee who will be driving a college vehicle must provide a
copy of a valid driver’s license and any special licenses to the Office of the Vice
President (VP), Administrative Services/CFO prior to driving a vehicle.

1.2.1. Itisthe responsibility of the employee to notify the Office of the VP,
Administrative Services/CFO of any changes in the status of their license(s) and
to provide copies of renewed licenses.
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1.3. Drivers will abide by all applicable traffic laws and regulations and are personally

responsible for any traffic violations.
1.4. The College reserves the right to deny the use of vehicles to anyone.

1.5. Pre-Trip Inspection: A pre-trip inspection should be performed by the driver at the
beginning of each trip and every twelve (12) hours of travel.

1.5.1. Itemsto inspectinclude but are not limited to lights, horn, wiper blades, tires,
glass, and fluid leaks. Vehicles should also be inspected prior to use for any
deficiencies such as cleanliness, damage to vehicle, and low fuel.

1.5.2. Any noted deficiencies should be reported in writing to the VP, Administrative
Services/CFO.

1.6. Unless otherwise noted, all maintenance and repairs of vehicles should be scheduled
and arranged by either the Office of the VP, Administrative Services/CFO or a
member of the Buildings and Grounds staff on the Person County Campus or by the
Coordinator, Buildings and Grounds on the Caswell County Campus.

1.7. All accidents should be reported to the VP, Administrative Services/CFO as soon as

possible.

1.7.1. If personal injury or property damage is involved, the proper law enforcement
agency should be notified immediately. This is the driver’s responsibility.

1.7.2. The VP, Administrative Services/CFO is also to be notified promptly about minor
scratches, dents, or other damage.

1.7.3. All vehicles should be left clean and in good repair upon return to the College.

1.8. In emergency situations, or in situations where safety is a factor, drivers should have
necessary service(s) performed on the road and report such service(s) to the VP,
Administrative Services/CFO upon return.

1.8.1. Expenditures for repairs made on the road, plus other needed service, will be
reported to the Business Office.

1.9. Reports on mileage should be made in the logbook assigned to each college vehicle

as appropriate.

1.10. Prior to each trip, keys and logbooks should be picked up and returned promptly
after use.
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1.10.1. Keys and logbooks should be picked up from the Office of the Vice President

(VP), Administrative Services/CFO in A Building on the Person County Campus

1.10.2. Keys and logbooks should be picked up from the receptionist in K Building on

1.11.

1.12.

the Caswell County Campus.

As a courtesy to other users, the gas tank should be filled as appropriate. At a
minimum, the car should never be returned with less than % a tank of gas.

All college vehicles (except Maintenance vehicles) should be scheduled in advance
with the Office of the Vice President (VP), Administrative Services/CFO in Building A
on the Person County Campus and with the receptionist in K Building on the Caswell
County Campus.

1.12.1. Vehicles will be assigned on a first-come, first-served basis except as noted in

1.13.

1.14.

1.15.

the specific vehicle type procedure outlined below.
College vehicles may not be used for personal business or pleasure.

Individuals driving college vehicles are required to obey all traffic laws and to exercise
good judgment with respect to best driving practices.

Drugs and alcohol must not be consumed or transported in college vehicles.

1.15.1. Any employee found operating a vehicle under the influence of alcohol,

medication that induces drowsiness, or drugs will have their driving privileges
revoked and may face criminal charges.

1.15.2. Adriver shall not consume alcohol 12 hours prior to driving a college vehicle.

1.16.

1.17.

1.18.

The use of tobacco products is prohibited in any vehicle.

Baggage and equipment should be kept in the trunk or secured to prevent them from
becoming dangerous projectiles.

The College requires that all occupants use their seat belts in accordance with the
North Carolina mandatory seat belt law.

1.18.1. The driver must ensure all passengers of the vehicle are wearing seat belts. The

seat belts must remain fastened until the driver has reached the destination.
The driver should visually check, as well as verbally inform, the passengers.

1.19. There should be no loud music, throwing of objects, or other driver distractions inside

college vehicles.
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1.19.1. Use of mobile telephones and/or any hand-held devices by the driver when the
vehicle is in motion is prohibited.

1.20. The driver must slow down and use caution when driving over speed bumps or
potholes. This will avoid damage to college vehicles as well as preventing jolts to
passengers in the rear of the vehicle.

1.21. The College reserves the right to cancel scheduled trips with college vehicles due to
weather and road conditions.

1.22. The employee is responsible for notifying the College of any of the occurrences
outlined below since the College would not otherwise have record of these offenses.
An employee who has had one of the following to occur during the 24-month period
preceding their use or request for use of a college vehicle may be considered a
“Disqualified Driver”:

1.22.1. Accumulating more than 7 points on his or her driving record,
1.22.2. Receiving a citation (ticket) while driving a college vehicle,

1.22.3. Having an “at fault” motor vehicle accident within the six (6) months preceding
a request to drive a college vehicle, or

1.22.4. Having been charged with one of the following offenses preceding a request to
drive a college vehicle:

1.22.4.1. Driving Under the Influence (DUI)
1.22.4.2. Driving While Intoxicated (DWI)
1.22.4.3. Leaving the scene of an accident
1.22.4.4. Refusal to take a chemical test for intoxication or drug use
1.22.4.5. Causing an accident that involves a pedestrian
1.23. A Disqualified Driver may not drive a college vehicle until:

1.23.1. his or her Motor Vehicle Record has been reviewed by the VP, Administrative
Services/CFO and

1.23.2. the Disqualified Driver has satisfied the corrective, preventative and/or
educational measures which may include, but are not limited to, successfully
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completing an approved defensive driving course; and/or waiting a specified
period of time before being permitted to again drive on college business.

Section 2: State-Owned Fleet Vehicles

2.1. Use of State-owned fleet vehicles will be governed by the NC Department of
Administration Motor Fleet Management Regulations Manual
http://www.ncmotorfleet.com/regmanual.aspx. Each employee is responsible for

becoming familiar with the regulations outlined in that manual.

2.2. Cost of the car will be $0.20 per mile and will be billed to the appropriate college
budget.

Section 3: College-Owned Fleet Vehicle

3.1. Use of college-owned fleet vehicles will be governed by the NC Department of
Administration Motor Fleet Management Regulations Manual
http://www.ncmotorfleet.com/regmanual.aspx as is appropriate.

3.1.1. Each employee is responsible for becoming familiar with the regulations
outlined in that manual.

3.2. Cost of the car will be $S0.20 per mile and will be billed to the appropriate college
budget.

Section 4: College-Owned Maintenance Vehicles

4.1. College Buildings and Grounds personnel are the only authorized drivers of college-
owned Maintenance vehicles.

Section 5: College-Owned Instructional Vehicles

5.1. Maintenance of instructional vehicles will be the responsibility and expense of the
instructional department for which they are used.

5.2. All drivers must have appropriate licensing for the type of vehicle being used.
Section 6: Personal Vehicles

6.1. In the event that a State or College-owned fleet vehicle is not available, personal
vehicles may be utilized.
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6.2. The State Vehicle Unavailability form should be completed and signed by the Office of
the Vice President (VP), Administrative Services/CFO and submitted with the travel
reimbursement request.

6.3. Daily personal vehicle mileage should follow College approved rates.

6.3.1. If a personal vehicle is utilized when a State or College-owned fleet vehicle is
available, the reimbursement rate will be limited to $ .20 per mile.

Section 7: Rented Vehicles

7.1. The College allows the use of rental vehicles from an approved rental car provider
when needed.

7.2. State- and College-owned vehicles should be utilized as a first choice whenever
possible.

7.2.1. When a State- or College-owned vehicle is not suitable or available, employees
may request a rental vehicle that meets the needs of the driver and/or
passengers (e.g., when a wheelchair accessible van is needed).

Section 8: Utility Cart Procedures
8.1. Purchase, Storage and Maintenance

8.1.1. The purchase, use and operation of carts on PCC campuses shall be allowed
only when a true business need is established and conditions within these
procedures are met. These procedures establish professional and consistent
standards for all carts and ensures that all persons who operate such vehicles
do so in a safe and responsible manner.

8.1.2. All purchases must be reviewed and approved by the VP, Administrative
Services/CFO.

8.1.3. The charging station or fuel storage location must be approved by Facility
Services.

8.1.4. Facility Services is responsible for routine maintenance on all carts to maintain
safe operation. If a cart is deemed unsafe for use, the cart will immediately be
taken out of service until repairs can be resolved.

8.2. Operation
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8.2.1. All carts must be operated in a safe and responsible manner. At a minimum, the
following guidelines must be followed:

8.2.1.1. Operators must have a valid driver’s license on file
8.2.1.2. Operators must be employees of the College
8.2.1.3. Completed mandatory training

Section 9: List of College Vehicles

9.1. The Office of the VP, Administrative Services/CFO maintains a list of college
vehicles, their classification, and the department/area of responsibility.

Legal Citation: N.C.G.S. 20, N.C.G.S. 115D-21(a), NC Department of Administration Motor Fleet
Management Regulations Manual

History: Effective July, 2012; Revised April 2021, October 2023, February 2025, March 2025

Page 7 of 7


https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/ByChapter/Chapter_20.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_115D/GS_115D-21.pdf
https://ncadmin.nc.gov/government-agencies/motor-fleet-vehicles/regulations-manual
https://ncadmin.nc.gov/government-agencies/motor-fleet-vehicles/regulations-manual

Piedmont Community College Policy & Procedures Manual

2.32 Non-Retaliation Policy

Last Revised: November 2022

Policy: Piedmont Community College (PCC) forbids retaliation against any individual who, in
good faith, reports or who participates in the investigation of alleged violations of state or
federal law (including Title IX, Title VII, Pregnancy Discrimination Act (PDA), the Age
Discrimination in Employment Act (ADEA) and the Americans with Disabilities Act (ADA)),
College policy, rules or regulations.

Purpose/Definitions:
Purpose

To define how the College provides for the protection of any person or group within its
community from retaliation who, in good faith, participates in investigations or reports alleged
violations of policies, laws, rules or regulations applicable to the College. Such violations
include, without limitation:

e Discrimination, harassment, or sexual misconduct

e Fraud

e Unethical business conduct

e Academic misconduct

e Waste, abuse, or mismanagement

e Substantial, specific or imminent danger to faculty, staff or students, or to the public
health or safety.

Definitions

Bad Faith Reporting—an individual shall be considered to have reported in bad faith if they
have brought forward a complaint or participated in providing information during an
investigation, knowing that such information is not true or made without a reasonable belief in
the truth of the allegation based upon the facts.

Days (Business)—except as otherwise noted, days will mean business days during which the
college administrative offices are open. In computing any period of time, the day on which
notice is received will not be counted. Saturdays, Sundays and scheduled College holidays will
not be included in the computation. All processes involving Federal, State, or other statutes
must be completed in the time frame set forth in the appropriate statute or law.
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From Laws Enforced by the EEOC:

Title VII of the Civil Rights Act of 1964 (Title VII) — This law makes it illegal to
discriminate against someone on the basis of race, color, religion, national origin, or
sex. The law also makes it illegal to retaliate against a person because the person
complained about discrimination, filed a charge of discrimination, or participated in
an employment discrimination investigation or lawsuit. The law also requires that
employers reasonably accommodate applicants' and employees' sincerely held
religious practices, unless doing so would impose an undue hardship on the
operation of the employer's business.

The Pregnancy Discrimination Act — This law amended Title VII to make it illegal to
discriminate against a woman because of pregnancy, childbirth, or a medical
condition related to pregnancy or childbirth. The law also makes it illegal to retaliate
against a person because the person complained about discrimination, filed a charge
of discrimination, or participated in an employment discrimination investigation or
lawsuit.

The Equal Pay Act of 1963 (EPA)—This law makes it illegal to pay different wages to
men and women if they perform equal work in the same workplace. The law also
makes it illegal to retaliate against a person because the person complained about
discrimination, filed a charge of discrimination, or participated in an employment
discrimination investigation or lawsuit.

The Age Discrimination in Employment Act of 1967 (ADEA) — This law protects
people who are 40 or older from discrimination because of age. The law also makes
it illegal to retaliate against a person because the person complained about
discrimination, filed a charge of discrimination, or participated in an employment
discrimination investigation or lawsuit.

Title | of the Americans with Disabilities Act of 1990 (ADA) — This law makes it
illegal to discriminate against a qualified person with a disability in the private sector
and in state and local governments. The law also makes it illegal to retaliate against
a person because the person complained about discrimination, filed a charge of
discrimination, or participated in an employment discrimination investigation or
lawsuit. The law also requires that employers reasonably accommodate the known
physical or mental limitations of an otherwise qualified individual with a disability
who is an applicant or employee, unless doing so would impose an undue hardship
on the operation of the employer's business.

The Genetic Information Nondiscrimination Act of 2008 (GINA) — This law makes it
illegal to discriminate against employees or applicants because of genetic
information. Genetic information includes information about an individual's genetic
tests and the genetic tests of an individual's family members, as well as information
about any disease, disorder or condition of an individual's family members (i.e. an
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individual's family medical history). The law also makes it illegal to retaliate against a
person because the person complained about discrimination, filed a charge of
discrimination, or participated in an employment discrimination investigation or
lawsuit.

U. S. Equal Employment Opportunity Commission. (2018, Oct. 3) Laws enforced by the EEOC.
Retrieved from https://www.eeoc.gov/laws/statutes/index.cfm

Good Faith Reporting—an individual is considered to have reported in good faith if they have
brought forward the complaint or participated in providing information during an investigation,
based upon a reasonable belief that the information provided is true.

Retaliation—any inappropriate or unsubstantiated action taken or threatened against an
employee because the individual has, in good faith, made an allegation concerning the violation
of state or federal law, College policy, rule or regulation, or has participated in any manner with
an investigation of such allegation. Such actions adversely affect or threaten to affect the
employment rights or other interests of an individual and can take either work or social form.

Examples of work-related retaliation may include, but are not limited to:

e Unsubstantiated adverse performance evaluations or disciplinary action
¢ Unfounded negative job references

o Arbitrary denial of salary increases, promotions or other job benefits

¢ Unfounded reduced or limited work assignments.

Examples of social retaliation in the workplace may include, but are not limited to:

e Discrimination or harassment from co-workers and/or supervisor

¢ Bullying, which involves repeated intimidation or humiliation, derogatory or insulting
remarks, or social isolation and which occurs indirectly (e.g., via e-mail) or directly

e Hostile work environment, described as conduct that is so objectively offensive as to
alter the conditions of employment

e Physical threats and/or destruction of personal or state property.

Actions also considered retaliatory include any action taken or threatened by an employee that
would dissuade a reasonable employee from engaging in activities protected by this policy.

Title IX of the Education Amendments of 1972 (Title IX)—this law makes it illegal to
discriminate against someone on the basis of sex in any federally funded education program or
activity. The law also makes it illegal to retaliate against a person because the person
complained about discrimination, filed a charge of discrimination, or participated in an
employment discrimination investigation or lawsuit.
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Approval Authority/Monitoring Authority: The Piedmont Community College Board of
Trustees has approval authority for this policy. The Vice President, Administrative Services/CFO
has monitoring authority.

Procedure:
Section 1: Reporting Protections and Restrictions

1.1. Retaliation against any individual who, in good faith, reports or who participates in the
investigation of alleged violations is strictly forbidden.

1.2. This policy does not protect an individual who files a report or provides information as
part of an investigation that they know is false, files a bad faith retaliation claim or
participates in any illegal conduct.

1.2.1. The College will take appropriate action, up to and including dismissal, against
any employee who violates this policy.

Section 2: Reporting Retaliation

2.1. If an individual believes they have been the subject of retaliation, the individual should
either contact the immediate supervisor in the office to which the initial complaint was
filed or any of the following:

2.1.1. The individual’s dean, director, or administrative head
2.1.2. The Director, Human Resources and Organizational Development
2.1.3. The Vice-President, Administrative Services/CFO

2.2. Reports should be made within 30 days after the suspected wrongful activity or
retaliation occurs to facilitate investigation of the report.

2.3. All reports will be handled as promptly and discreetly as possible, with facts made
available only to those who need to know to investigate and resolve the matter.

Section 3: Investigation

3.1. The appropriate office will investigate the complaint in accordance with the PCC Policy
5.19 Employee Disciplinary Policy.

3.2. Depending on the nature of the allegations, the investigation could include:

3.2.1. Interviews with the reporting party

Page 4 of 5



Piedmont Community College Policy & Procedures Manual

3.2.2. Interviews with the accused individual(s) (or, if the alleged retaliation involves a
department rather than an individual, with a representative of that department)

3.2.3. Interviews with witnesses
3.2.4. Areview of written documentation and relevant policies
3.2.5. Any other steps necessary to investigate the allegations thoroughly

3.3. The appropriate office will take any warranted disciplinary action and will notify the
reporting party and the accused of the outcome of the investigation.

Section 4: Appeal

4.1. Any party not satisfied with the outcome of a retaliation investigation may appeal the
decision pursuant to College Policy 5.20 Employee Grievance.

Legal Citation: Title IX of the Education Amendments of 1972 (Title IX), Title VII of the Civil
Rights Act of 1964 (Title VII), The Pregnancy Discrimination Act, The Age Discrimination in
Employment Act of 1967 (ADEA), Title | of the Americans with Disabilities Act of 1990 (ADA),
The Genetic Information Nondiscrimination Act of 2008 (GINA), and N.C.G.S. 95-240 to 95-245.

History: Effective November 6, 2018; revised November 2020—cross references Policies 5.19
Employee Disciplinary Policy and 5.20 Employee Grievance, May 2022 —updated definitions,
November 2022
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2.33 Animals on Campus

Revised: October 2024

Policy: Piedmont Community College (PCC) regulates the presence of privately-owned animals,
including pets, in college buildings and on college-owned and controlled property.

Purpose/Definitions:
Purpose

The purpose of this policy is to address the use of service animals and other animals on all
Piedmont Community College locations by qualified individuals with disabilities or individuals
authorized to provide training. In accordance with Section 504 of the Rehabilitation Act of 1973,
the Americans with Disabilities Act of 1990 and other applicable federal and state law, the
College may be required to accommodate an otherwise qualified individual with a disability by
making a reasonable modification in its services, programs or activities.

Definitions

Emotional Support Animal—an animal selected or prescribed to an individual with a disability
by a healthcare or mental health professional to play a significant part in a person's treatment
process (e.g., in alleviating the symptoms of that individual's disability). An emotional support
animal does not assist a person with a disability with activities of daily living and does not
accompany a person with a disability at all times. An emotional support animal is not a "Service
Animal.”

Pet/Domestic Animal—an animal that is a member of a species that is normally dependent on
humans for food and shelter, including dogs, cats, and other common domestic animals. A
pet/domestic animal is not an Emotional Support Animal or a Service Animal.

Service Animal—an animal that is individually trained to do work or perform tasks for the
benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual or
other mental disability. The work or tasks performed by a Service Animal must be directly
related to the handler's disability. Examples of work or tasks include, but are not limited to,
assisting individuals who are blind or have low vision with navigation and other tasks, alerting
individuals who are deaf or hard of hearing to the presence of people or sounds, providing
nonviolent protection or rescue work, pulling a wheelchair, assisting an individual during a
seizure, alerting individuals to the presence of allergens, retrieving items such as medicine or
the telephone, providing physical support and assistance with balance and stability to
individuals with mobility disabilities, and helping persons with psychiatric and neurological
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disabilities by preventing or interrupting impulsive or destructive behaviors. Service Animals
may or may not have been licensed by a state or local government or a private agency. The
potential crime deterrent effects of an animal’s presence and the provision of emotional
support, well-being, comfort, or companionship do not constitute work or tasks for the
purposes of this definition.

Service Animal-in-Training—an animal that is brought to campus by a trainer for the purpose of
training the animal to become a service animal for individuals with disabilities and is allowed in
accordance with N.C.G.S. 168-4.2(b) and the provisions of this policy.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO and Vice
President, Student Development have monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. Animals are permitted on college grounds; however, pets/domestic animals are
generally not permitted within buildings and may not be left unattended and
endangered in a vehicle on college property (N.C.G.S. 14-363.3).

1.1.1. There are occasions when a student, er employee, or any third-party using the
facilities or property may need to bring an animal onto campus for the purpose
of meeting an educational objective or event. Such requests should be made to
the appropriate academic dean and/or Director, Facilities prior to the
pet/domestic animal being allowed on campus.

1.1.2. If approved, the approving dean should notify Safety and Security of the
upcoming visit.

1.1.3. Seeitem 3.2.5.4 for a list of unacceptable animals.

1.2. Noindividual may tether an animal to any fence, tree, shrub, post, or other object
located upon college property not designed for the purpose of securing animals.

1.3. The prompt collection and disposal of animal waste is required.

1.4. Subject to the rules set forth in sections 2, 3 and 4 below, Emotional Support Animals,
Service Animals, and Service Animals-in-Training are permitted in any area of campus
where employees or students are permitted. However, the College may prohibit the
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presence of animals in certain locations where health and safety restrictions prevent
their presence, where animals may be in danger, or where the presence of animals
may cause health issues, for example: laboratories, food preparation areas,
mechanical rooms, or other places where the health or safety of others may be
compromised.

Section 2: Responsibilities of the Service or Emotional Support Animal Owner/Handler
2.1. Registration
2.1.1. Service Animals and Service Animals-in-Training

2.1.1.1. Students and employees are not required to register Service Animals or
Service Animals-in-Training. However, they are encouraged to notify the
Accessibility Services Office (students) or the Office of Human Resources
and Organizational Development (employees) if they intend to use a
Service Animal on campus so that appropriate college officials are aware
of the animal’s presence and to assist with the Service Animal’s access to
areas within the College’s campus.

2.1.1.2. Visitors with Service Animals or Service Animals-in-Training are not
required to register their animals.

2.1.2. Emotional Support Animals

2.1.2.1. Students or college employees who wish to have an Emotional Support
Animal on campus must first bring appropriate documentation from a
physician or mental health professional to support having an Emotional
Support Animal as a result of their disability, to the Accessibility Services
Office (students) or the Office of Human Resources and Organizational
Development (employees) to determine if their Emotional Support Animal
is allowed on campus.

2.1.2.2. This determination will be decided on a case-by-case basis (see Section
3.2).

2.1.2.3. If the Emotional Support Animal is accepted on campus, the student or
employee will be required to register the animal and follow the
accommodations given by the appropriate staff person.
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2.2. ldentification

2.2.1. Itis recommended but not required, that animals for individuals with disabilities
wear some type of commonly recognized symbol indicating the animal is a
working animal.

2.2.2. AService Animal-in-Training must wear a collar and leash, harness, or cape that
identifies the animal as a Service Animal-in-Training.

2.3. Care and Supervision

2.3.1. The care and supervision of a Service or Emotional Support Animal is the
responsibility of the animal’s owner and/or handler.

2.3.1.1. The handler must ensure the animal is in good health and has been
inoculated and licensed in accordance with local regulations with the
burden of proving licensure and inoculation on the person with a
disability.

2.3.1.2. Owners/handlers must provide evidence of rabies vaccination for dogs
and cats.

2.3.2. The Service or Emotional Support Animal (or any other animal on campus) must
be under the control of the handler at all times and may not be left alone.

2.3.2.1. All animals on campus must be restrained by a leash or other appropriate
device that does not exceed six (6) feet in length.

2.3.2.2. Insituations where a leash or other device interferes with a Service
Animal’s ability to perform its task or service, the Service Animal or Service
Animal-in-Training must remain under control of the handler at all times.

2.3.3. The owner and handler of any Service Animal, Service Animal-in-Training,
Emotional Support Animal, or Pet/Domestic Animal is responsible for any
damage of personal property or any injuries to an individual caused by the
animal.

2.3.4. The handler must ensure the animal is “housebroken” and trained and must
clean up and remove all animal waste created by the animal.

2.3.5. AService Animal, Service Animals-in-Training, Emotional Support Animal, or
Pet/Domestic Animal may not disrupt the operation of the College or any class.
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Section 3: Responsibilities of the College Community
3.1. Service Animals

3.1.1. Ifthe need for a Service Animal is obvious, college officials may not question the
presence of the animal on campus.

3.1.2. Ifthe need for a Service Animal is not obvious, college officials are permitted to
ask the handler two questions:

3.1.2.1. Isthe animal required because of a disability?
3.1.2.2. What work or task(s) has the animal been individually trained to perform?

3.1.3. At notime may a college official require a Service Animal to demonstrate the
tasks for which they have been trained nor may they inquire as to the nature of
the individual’s disability.

3.1.4. If another person on campus has a covered disability under the ADA and it
includes an allergic reaction to animals and that person has contact with a
Service Animal, a request for accommodation should be made by the individual
to the Director, Human Resources and Organizational Development (if an
employee) or the Counselor/Accessibility Services (if a student).

3.1.4.1. Allfacts surrounding the concern will be considered in an effort to resolve
the concern and provide reasonable accommodation for both individuals.

3.2. Emotional Support Animals

3.2.1. The determination of whether a student or employee with a disability is allowed
to have an Emotional Support Animal on campus shall be made on a case-by-
case basis.

3.2.2. Students and employees may request, as a reasonable accommodation for a
disability, the need to have an Emotional Support Animal on campus, provided
they have documentation from a physician or mental health professional.

3.2.3. The College is not required to grant reasonable accommodations that would
result in a fundamental alteration of a program or would constitute an undue
burden.
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3.2.4. Any requests for a reasonable accommodation for an Emotional Support Animal
shall be directed to the Counselor/Accessibility Services (students) or the Office
of Human Resources and Organizational Development (employees).

3.2.5. In determining requests for accommodations for an Emotional Support Animal,

the considerations are:

3.2.5.1.

3.2.5.2.

3.2.5.3.

3.2.5.4.

Does the person have a disability (i.e., a physical or mental impairment
that substantially limits one or more major life activities) with supporting
recent documentation from a physician or mental health professional
describing the need for an Emotional Support Animal?

Does the Emotional Support Animal perform tasks or services for the
benefit of the person or provide emotional support that alleviates one or
more of the identified symptoms or effects of the person’s existing
disability?

Is the request an undue burden on the College or does it fundamentally
alter a college program?

Is the emotional support animal deemed unacceptable per the College’s
insuring entity? Unacceptable animals include:

3.2.5.4.1. Guard dogs

3.2.5.4.2. Dogs displaying vicious tendencies or with previous dog bite

incidents as evidenced on the application/questionnaire or by the
observations of the insurer’s Risk Management or agent.

3.2.5.4.3.  Any of the following dog breeds or mixes:

3.2.5.4.3.1. Akita

3.2.5.4.3.2. American Pit Bull/Staffordshire Terrier
3.2.5.4.3.3. Alaskan Husky/Alaskan Malamute
3.2.5.43.4. Bullmastiff

3.2.5.4.3.5. Chow

3.2.5.4.3.6. Doberman pinscher

3.2.5.4.3.7. German shepherd
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3.2.5.4.3.8.

3.2.5.4.3.9.

3.2.5.4.3.10.

3.2.5.4.3.11.

3.2.5.4.3.12.

3.2.5.4.3.13.

Great Dane

Huskies - all breeds

Presa Canario (Canary Dog)
Rottweiler

St. Bernard

Wolf Hybrid

3.2.6. If arequestor has questions about the emotional support animal request

approval process, they may contact the Counselor/Accessibility Services

(students) accessibilityservices@piedmontcc.edu or the Office of HROD

(employees) at HR@piedmontcc.edu

Section 4: Removal of Service Animals, Service Animals-in-Training, Emotional Support

Animals, or Pets/Domestic Animals

4.1. The College has the authority to remove any animal from its facilities or properties if

the animal becomes unruly or disruptive, unclean and/or unhealthy, and to the extent

that the animal’s behavior or condition poses a direct threat to the health or safety of

others or otherwise causes a fundamental alteration in the College’s services,

programs, or activities.

4.2. ltis aClass 3 misdemeanor “to disguise an animal as a service animal or service animal

in training.” N.C.G.S. 168-4.5. In other words, it is a crime under North Carolina law to

attempt to obtain access for an animal under the false pretense that it is a Service

Animal.

4.3. Any employee or student who violates any portion of this procedure is subject to

disciplinary action.

Legal Citation: Section 504 of the Rehabilitation Act of 1973, Americans with Disabilities Act of

1990, N.C.G.S. 14-363.3, N.C.G.S. 168-4.2, N.C.G.S. 168-4.2(b), N.C.G.S. 168-4.5

History: Effective November 3, 2020; Revised February 2021, November 2022, October 2024
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2.35 Acting and Interim President
Last Revised: New

Policy: The Piedmont Community College (PCC) Board of Trustees (BOT) appoints an acting or
interim president in times of absence by the President of the College.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline procedures for managing the absence of the President of
the College and facilitating a smooth transition during extended absences or changes in
leadership.

Definitions

Acting president—one who serves in the temporary and short-term absence of the President
when the President is expected to return to work.

Interim president—one who serves as a bridge to a new college president when it is likely the
incumbent President will not return to work.

Presidential vacancy—occurs when the College’s current president permanently steps away
from their position.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority. The President has monitoring authority.

Procedure:
Section 1: General Provisions

1.1. When a presidential vacancy occurs or is anticipated, the Board will act in accordance
with 1C SBCCC 300.1 to begin the presidential selection process.

Section 2: Acting or Interim President Appointments
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2.1. Inthe temporary or short-term absence of the President, the Board will consider the
following positions for appointment as the Acting or Interim President, as appropriate
to the situation:

2.1.1. Vice President, Instruction/Chief Academic Officer

2.1.2. Vice President, Administrative Services/Chief Financial Officer
2.1.3. Vice President, Student Development/Title IX Coordinator

2.1.4. Vice President, Information Technology/Chief Information Officer

2.1.5. The Board may also consider other individuals, whether internal or external to
the College, for the acting or interim assignment.

Section 3: PCC Board Authority

3.1. The Board has full autonomy to appoint an Acting President if they choose to replace
the current President for any reason.

3.2. The Board Chair will appoint an Acting President pending full Board approval at their
next meeting during which time they will adjust the compensation for the Acting
President according to the situation.

Section 4: Succession Planning

4.1. Inthe event of a planned vacancy, the current President will review the potential
appointees and present recommendations to the Board for consideration.

4.1.1. If no one among the positions listed in Section 1 is available to serve, the
President shall designate an alternative Acting President.

4.2. If the President is unable to name an Acting President, the Board Chair will appoint
someone until the full Board can take action at their next meeting.

Section 5: Notification and Responsibilities

5.1. The President’s Office will notify the Executive Council and the College community, as
appropriate, when an Acting or Interim President is named.

5.2. The Acting or Interim President will fulfill the responsibilities outlined in the
President’s job description.

Section 6: Opportunities for Learning and Mentoring
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6.1. The Board authorizes the President to

6.1.1. implement formal mentoring opportunities designed to provide training related
to the powers, duties, and responsibilities held by the President.

6.1.2. assess and evaluate the performance of the Acting President.
6.1.3. provide compensation for services rendered by the Acting President.

6.1.4. support the pursuit of a terminal degree when needed through an investment of
time and resources.

Legal Citation: 1C SBCCC 300.1

History: Effective May 2024
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2.36 Fundraising

New: November 2024

Policy: Piedmont Community College (PCC) fundraising activities must reflect the integrity of
the College and follow the acceptable accounting practices established by the College’s
Business Office.

Purpose/Definitions:

Purpose

The purpose of this policy is to provide guidelines for fundraising activities benefitting the
College to encourage participation in various activities, opportunities, and functions of a social
and professional nature.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Executive Director, Foundation, Vice President,
Administrative Services/CFO, and Vice President, Student Development have monitoring
authority.

Procedure:
Section 1: General Fundraising Activities

1.1. An organization or entity wishing to conduct a fundraiser must complete the top
portion of the General Fundraising Activity Form (Exhibit 7.9A) and submit to the
Executive Director, Foundation at least two weeks prior to the planned event.

1.1.1. To avoid jeopardizing the continued generosity and good will of the campus
community or the general public, anyone wishing to conduct fundraising activities
will consult with the Executive Director, Foundation to ensure that the fundraising
activity does not conflict with other College efforts.
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1.2. Any food sales must only utilize commercially available pre-packaged food products or
items prepared by a food-service company or organization that complies with food
safety inspection regulations and carries their own liability insurance.

1.3. Permission to use College-owned facilities, equipment and supplies for fundraising

must be requested at least two weeks prior to a fundraising event (See PCC Policy 4.4
Use of College Facilities).

1.4. Within one (1) week of completing the fundraising activity, the lower portion of the
Fundraising Activity Form, “Profit and Loss Statement,” must be completed and funds
must be submitted to the Foundation Office to be deposited.

1.4.1. The Foundation will retain the completed, original form.

1.5. Funds collected by organizations must be used for the purpose for which the
fundraising was approved.

Section 2: Approval Student Fundraising Activity

2.1. The club/organization advisor for the student organization will complete the top

portion of the Student Fundraising Activity Form (Exhibit 7.9BA) and submit it to the
SGA Advisor for approval.

2.1.1. To avoid jeopardizing the continued generosity and good will of the campus
community or the general public, the SGA Advisor will consult with the Executive
Director, Foundation to ensure that the fundraising activity does not conflict with
other College efforts.

2.2. Any food sales must only utilize commercially available pre-packaged food products or
items prepared by a food-service company or organization that complies with food
safety inspection regulations and carries their own liability insurance.

2.3. Permission to use College-owned facilities, equipment and supplies for fundraising
must be requested at least two weeks prior to a fundraising event (See PCC Policy 4.4
Use of College Facilities).

Section 3: Deposit/Use of Funds from Student Fundraising

3.1. All funds, cash or check, are subject to the North Carolina daily deposit law. (N.C.G.S.
147-77)
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3.2. Within one (1) week of completing the fundraising activity, the lower portion of the
Student Fundraising Activity Form, “Profit and Loss Statement,” must be completed
and funds must be deposited in the Business Office.

3.2.1. The Business Office will retain the completed, original form and send a copy to
the SGA Advisor.

3.3. Funds collected by organizations must be used for the purpose for which the
fundraising was approved.

3.3.1. If a student organization ceases to exist, the funds raised and deposited in the
organization’s PCC institutional account will remain the property of the College.

3.3.2. The Student Government Association will recommend a means of proper
disposition of these funds to the Vice President, Administrative Services/CFO. In
turn, the Vice President, Administrative Services/CFO will communicate this
recommendation to the Board of Trustees for final approval.

Section 4: Compliance

4.1. The College or PCC Foundation has the option to audit, without prior notice, any
fundraising activities. Any suspected misuse of funds will result in possible legal action.

4.2. Failure by any organization to comply with the above policies may result in the
organization being considered ineligible for future fundraising activities.

4.3. Failure by a student organization to comply with the above policies will be considered

grounds for charter revocation.

Legal Citation: N.C.G. S. 115D-20(5); N.C.G.S. 147-77

History: November 2024

Page 3 of 6


https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_115D/GS_115D-20.pdf
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_147/GS_147-77.pdf

Piedmont Community College Policy & Procedures Manual

Exhibit 7.9A Piedmont Community College Fundraising Activities Form
(to be completed a minimum of two weeks prior to the event)

Name of Organization:
Primary Contact Person:
Address:
Phone Number:

Description of Fundraising Activity:

Will the fundraising activity require the use of College facilities, equipment or supplies? Yes[ | No[ ]

If yes, specify the facilities, equipment and supplies that are needed:
If no, where will the fundraising event be held:

Requestor’s Signature: Date(s) of Activity _ / /
/]

Executive Director, Foundation: Approved [_] Not Approved | ]

Signature: Date:

(this portion to be completed after the event and filed with the Foundation)

Gross Income: S

* Less Expenses: S

(*For organizations collaborating with the College/Foundation - receipts must be submitted for any
out-of-pocket expenses. Other items must be requisitioned and paid for with a Foundation check.)
Net Profit: S

Amount to be Deposited: S

Amount Date

Primary Contact Person:

Signature Date
Funds Received by the Foundation: S

Amount Date
Foundation Office:

Signature Date
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Exhibit 7.9B Piedmont Community College Student Fundraising Activities Form

(to be completed a minimum of one week two weeks prior to the event)

Name of Student Organization:

Name of Club/Organization Advisor:

Description of Fundraising Activity:

Will the fundraising activity require the use of College facilities, equipment or supplies? Yes[ | No[ ]

If yes, specify the facilities, equipment and supplies that are needed:

Club/Organization Advisor’s Signature:

SGA Advisor: Approved [_] Not Approved | ]

Signature: Date:
Executive Director, Foundation: Approved [_] Not Approved | ]
Signature: Date:

Date(s) of Activity__ / _/

Y

(this portion to be completed after the event and filed with the SGA Advisor)

Gross Income: S
* Less Expenses: S

(* Receipts must be submitted for any out-of-pocket expenses. Other items must be requisitioned and

paid for with a College check.)

Net Profit: S
Amount to be Deposited: S

Amount Date
Club/Organization Advisor:

Signature Date
Funds Received by PCC Business Office: $

Amount Date
Business Office:

Signature Date
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1) Club/Organization Advisor submits form to the SGA Advisor and any requests for
equipment/supplies to the appropriate person(s)

2) SGA Advisor submits request to the Vice President, Student Development who forwards to the
Executive Director, Foundation

3) Executive Director, Foundation approves/disapproves request and returns the form to the SGA
Advisor

4) SGA Advisor notifies the Club/Organization Advisor of the Foundation decision and discusses
the status of any needed supplies and/or equipment

PCC1136 9/2001 updated 4/2011, 4/2021, 5/2021, 11/2024
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3.1 State Financial Support of Institutions

Last Revised: June 2023

Policy: Piedmont Community College (PCC) will receive and administer state funds
appropriated by the State Board of Community Colleges in accordance with the North Carolina
General Statutes.

Purpose/Definitions:
Purpose

The purpose of this policy is to acknowledge the procedure that State financial support is
provided to the College through the State Board of Community Colleges.

Definitions

General administration—salaries and other costs as determined by the State Board necessary
to carry out the functions of general administration.

Instructional services—salaries and other costs as determined by the State Board necessary to
carry out the functions of instructional services.

Support services—salaries and other costs as determined by the State Board necessary to carry
out the functions of support services.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: State Financial Support

1.1. The College receives and administers state funds in accordance with N.C.G.S. 115D-31

State Financial Support of Institutions.

Legal Citation: N.C.G.S. 115D-2(4); N.C.G.S. 115D-31; N.C.G.S. 115D-32
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History: Effective January 1988; reviewed September 2010, June 2021, June 2023
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3.2 Local Financial Support of Institutions

Last Revised: July 2023

Policy: Piedmont Community College (PCC) receives funds appropriated by the Person County
and Caswell County Commissioners to meet the financial needs of the College for the budget
items outlined in the procedure section of this policy.

Purpose/Definitions:
Purpose

This policy outlines the procedure for receiving and using local and county funding provided to
the College.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Local Financial Support

1.1. The College receives and administers local funds in accordance with N.C.G.S. 115D-32
Local Financial Support of Institutions and consistent with the provisions of N.C.G.S.
115D-33 or N.C.G.S. 115D-34, including

1.1.1. Plant Fund: Acquisition of land; erection of all buildings; alterations and
additions to buildings; purchase of automobiles, buses, trucks, and other motor
vehicles; purchase or rental of all equipment necessary for the maintenance of
buildings and grounds and operation of plants; and purchase of all furniture and
equipment not provided for administrative and instructional purposes.

1.1.2. Current Expenses
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1.1.2.1.  Plant operation and maintenance
1.1.2.2.  Support Services

1.1.3. The College’s Board of Trustees may apply local public funds provided in
accordance with N.C.G.S. 115D-33(a), as appropriate, or private funds, or both,
to the supplementation of items of the current expense budget financed from
State funds, provided a budget is submitted in accordance with N.C.G.S. 115D-
54,

1.1.4. The College’s Board of Trustees may apply institutional funds provided in
accordance with N.C.G.S. 115D-54(b)(3) for such purposes as may be determined
by the Board of Trustees.

1.1.5. The counties that agree to have satellite campuses of community colleges
located in them accept the maintenance and utility costs of these satellite
campuses.

Legal Citation: N.C.G.S. 115D-32; N.C.G.S. 115D-33; N.C.G.S. 115D-34; N.C.G.S. 115D-35;
N.C.G.S. 115D-54

History: Effective January 1988; reviewed September 2010, June 2021, July 2023
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3.3 Local Public Funds

Last Revised: July 2023

Policy: Piedmont Community College (PCC) shall receive funds appropriated by the Person
County and Caswell County Commissioners to fund special capital needs of the college. These
funds may derive from the issuance of bonds or from other non-tax revenues as outlined in the
procedure section of this policy.

Purpose/Definitions:
Purpose

This policy outlines the procedure for receiving and using non-tax derived local and county
funds provided to the college for capital purposes.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Appropriated Funds

1.1. N.C.G.S. 115D-34 (a), (1), (b), (c) provides for the receipt and use of local/county funds
as follows:

1.1.1. For counties in which, immediately prior to the enactment of this Chapter, there
was in operation or authorized a public community college which hereafter shall
be operated pursuant to the provisions of this Chapter, the following provisions
shall apply in providing local financial support for each such institution:

1.1.1.1. The board of commissioners of a county in which is located a public
community college heretofore operated or authorized to operate pursuant
to Article 3, Chapter 116, of the General Statutes of North Carolina, may
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continue to levy special taxes annually for the local financial support of the
institution as a community college as provided in N.C.G.S. 115D-32, to the
maximum rate last approved by the voters of the county in accordance
with the above Article.

1.1.1.2. The board of commissioners may also provide all or part of such funds by
appropriations, in a manner consistent with the Local Government Budget
and Fiscal Control Act, from nontax revenues.

1.1.1.3. The question of increasing the maximum annual rate of a special tax may
be submitted at an election held in accordance with the provisions of
N.C.G.S. 115D-33(d) and the appropriate provisions of N.C.G.S. 115D-35.

1.1.2. The board of commissioners of a county in which is located one of the above
public community colleges may provide funds for capital outlay for such
institution by the issuance of bonds. All bonds shall be issued in accordance with
the appropriate provisions of N.C.G.S. 115D-33 and N.C.115D-35.

1.1.3. Public funds provided a community college prior to its becoming subject to the
provisions of this policy and which remain to the credit of the institution upon its
becoming subject to these provisions shall be expended only for the purposes
prescribed by law when such funds were provided the institution.

Legal Citation: N.C.G.S. 115D-32; N.C.G.S. 115D-33; N.C.G.S. 115D-34; N.C.G.S. 115D-35

History: Effective January 1988; reviewed September 2010, June 2021, July 2023
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3.4 Student Tuition and Fees
Last Revised: May 2025

Policy: Piedmont Community College will receive tuition and fees charged to students who
apply to or attend the College.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure for receiving and using tuition and fees
received from students and the governance of their usage as state funds.

Definitions

Enroll—to become a student in a course section by registering for the course section and
either making payment or receiving financial aid for that course section. For the purposes of
this definition, a tuition or registration fee waiver is a form of financial aid.

Local Fees—a fee charged to a student for a good or service provided by the College other
than instruction.

Register—to complete the procedure defined by the College to sign up for a course section.

Registration Fee—uniform registration fee schedules for non-curriculum extension courses
based on course length, consistent with actions taken by the NC General Assembly and NC
State Board of Community Colleges. This amount is charged to a student to enroll in a
continuing education course section that earns budget FTE as described in 1G SBCCC 100.99.

Self-Supporting Fee—a fee charged to a student to enroll in a course section that is offered on
a self-supporting basis, as provided by 1E SBCCC Subchapter 600.

Tuition—uniform tuition rate per credit hour and a maximum tuition amount per academic
term for resident and non-resident students consistent with actions taken by the NC General
Assembly and NC State Board of Community Colleges. This amount is charged to a student to
enroll in a curriculum course that earns Budget FTE as described in 1G SBCCC 100.99.

Waive—to exempt a student from paying a charge that would otherwise be required and
adjust the student’s account accordingly. The amount waived represents revenue foregone by
the entity that would have otherwise received the benefit of the revenue.
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Approval Authority/Monitoring Authority: The Piedmont Community College Board of
Trustees has approval authority for this policy. The Vice President, Administrative Services/CFO
has monitoring authority for this policy.

Procedure:
Section 1: Authority to Establish Tuition and Fees

1.1. The College shall charge students tuition and registration fees consistent with State
Board of Community Colleges Code (SBCCC) Chapter E, Student Tuition and Fees.

1.1.1. The College is authorized to charge self-supporting and local fees established by
their boards of trustees consistent with this chapter.

1.2. The College will provide students, through publicly available means, information about
all approximate tuition and fees required for a course prior to enroliment.

1.2.1. Tuition and fees shall be kept to a minimum consistent with the State Board
philosophy to keep student costs as low as possible.

Section 2: Time Due

2.1. If a student registers on or before the first date of a course section, tuition,
registration fees, and other fees required for enrollment are due on a specific date
prescribed by the College that is on or before the census date of the course section.

2.2. If a student registers after the first date of the course section, tuition, registration
fees, and other fees required for enrollment are due on or before the census date of

the course section.

2.3. A student may satisfy the requirement for payment due through one or more of the

following methods:
2.3.1. Directly paying the College.

2.3.2. Demonstrating to the College's satisfaction that the student is eligible for
financial aid or other third-party payment.

2.3.3. Entering into a deferred payment plan authorized by 1E SBCCC 200.2(b).

2.3.4. Providing evidence of eligibility for a tuition or registration fee waiver consistent
with 1E SBCCC 800.
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2.4. To ensure tuition receipts are deposited to the credit of the fiscal year in which the
Fall academic term occurs, colleges shall begin collecting curriculum tuition payments
for the Fall academic term on or after July 1 of that year.

Section 3: Deferred Payment

3.1. The College may, with approval of the board of trustees, prescribe written procedures
to permit short-term deferred payment or payment in installments; provided,
however, that payment in full is due by the end of the academic term.

3.2. For the purposes of this section, “short term” is defined as a period that does not
extend beyond the last day of the academic term.

Section 4: Failure to Pay

4.1. Unless otherwise prohibited by law, colleges may not enroll or distribute an academic
credential to a student with an outstanding balance for tuition or registration fees
except under the following circumstances:

4.1.1. The College anticipates that the outstanding balance will be paid using pending
financial aid.

4.1.2. A person or organization demonstrates to the satisfaction of the College the
ability to pay the outstanding obligation and guarantees in writing to pay the
balance if the student fails to do so.

4.1.3. Astudent is registered in a course section offered for the benefit of a company
or agency.

4.1.3.1. For the purpose of this rule, company or agency specific course sections are
courses where the company pays the tuition or registration, and courses
where attendance in the course section is limited to employees of the
company or agency.

4.1.4. Astudent is classified as a captive or co-opted student pursuant to 1D SBCCC
700.98(a).

4.1.5. Astudent is registered in a course that is on a specialized course list approved by
the State Board of Community Colleges and supports the organizational training
needs for entities specified in N.C.G.S. 115D-5(b)(2).

4.2. Unless otherwise prohibited by law, the College may withhold transcripts of grades and
any other service pending resolution of outstanding monetary obligations. This
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statement shall not be construed to prohibit the College's Board of Trustees from
adding more stringent provisions that are allowable under law regarding outstanding

monetary balances. See PCC Policy 6.5 Tuition/Registration and Fees for more
information.

4.2.1. Transcripts will be released to the student when the indebtedness has been

removed, or an approved payment plan has been submitted and is being
adhered to by the student.

Legal Citation: N.C.G.S. 115D-5(b)(2), 1E SBCCC (p.274), 1E SBCCC 100.1 (p. 274), 1E SBCCC
200.1 (p. 275), 1E SBCCC 200.2 (p. 276), 1D SBCCC 700.98 (p.254), 1E SBCCC 800

History: Effective January 12, 1988; revised September 2010, January 2011, May 2021, May
2022 —updated definitions, March 2024, October 2024, May 2025

Page 4 of 4


https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_115D/GS_115D-5.pdf
https://www.nccommunitycolleges.edu/sites/default/files/legal/sbccc/chapter/chapter_e_student_tuition_and_fees_14oct20.pdf
https://wordpress.nccommunitycolleges.edu/wp-content/uploads/2025/05/ENTIRE-CODE-01MAY25.pdf
https://wordpress.nccommunitycolleges.edu/wp-content/uploads/2025/05/ENTIRE-CODE-01MAY25.pdf
https://wordpress.nccommunitycolleges.edu/wp-content/uploads/2025/05/ENTIRE-CODE-01MAY25.pdf
https://www.nccommunitycolleges.edu/about-us/state-board/state-board-code/?embedPdfUrl=https%3A%2F%2Fncccsstg.wpengine.com%2Fsites%2Fdefault%2Ffiles%2Flegal%2Fsbccc%2Fcode%2F1d_sbccc_700.98_01feb22.pdf
https://www.nccommunitycolleges.edu/about-us/state-board/state-board-code/?embedPdfUrl=https%3A%2F%2Fncccsstg.wpengine.com%2Fsites%2Fdefault%2Ffiles%2Flegal%2Fsbccc%2Fcode%2F1d_sbccc_700.98_01feb22.pdf
https://www.nccommunitycolleges.edu/sites/default/files/legal/sbccc/subchapter/1e_subchapter_800_waivers1aug17.pdf

Piedmont Community College Policy & Procedures Manual

3.4.1 Student Fees for Self-Supporting Classes

Last Revised: March 2024

Policy: Piedmont Community College (PCC) may sponsor self-supporting classes, deposit
income (if any) to a local account, and pay all expenses from said local account.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedures for receiving and using student fees
received from self-supporting classes and the governance of the use of such funds.

Definitions

Direct costs—the costs required to provide an instructional course section. Examples of direct
costs include, but are not limited to, instructor salaries and salary-related benefits (i.e.
retirement contributions, health insurance, etc.), travel to and from the instructional site,
course curriculum development costs, instructional supplies, equipment, building rental,
insurance, advertising, printing, postage, mailing costs, and any other costs specifically related
to the course section. Refreshments and meals may be included as a direct cost if disclosed to
potential students prior to the start of the course section. (1E SBCCC 600.1)

Indirect costs—the costs associated with activities and services that support instruction, but
which cannot be exclusively assigned to a course section. Examples of indirect costs include,
but are not limited to, student services, administrative costs, utilities, custodial services, and
security services, which cannot be exclusively assigned to a course section. (1E SBCCC 600.1)

Pro-rata share—the minimum amount charged to each student shall approximate an equal
share of the direct and indirect costs associated with providing self-supporting instruction. The
minimum amount charged to the student shall be calculated based on the estimated costs of
an individual self-supporting course section divided by the number of students expected to
enroll in the course section (1E SBCC 600.3).

Self-supporting—funding the direct and indirect costs of a course or set of courses through
receipts collected from students or from a third-party on behalf of students enrolled in the
course or set of courses (1E SBCCC 600.1).
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Approval Authority/Monitoring Authority: The Piedmont Community College Board of
Trustees has approval authority for this policy. The Vice President, Administrative Services/CFO
has monitoring authority for this policy.

Procedure:

Section 1:

1.1.

Authority to Charge Self-Supporting Fees

State Board of Community Colleges Code (SBCCC) 1E SBCCC 600.2 authorizes

1.1.1.

1.1.2.

the College to offer curriculum and continuing education course sections on a
self-supporting basis and charge self-supporting fees to students who enroll in
self-supporting course sections

the board of trustees to adopt a policy regulating self-supporting activities prior
to a college offering self-supporting course sections, including

1.1.2.1.  the method the College must use to determine self-supporting fee rates,

and

1.1.2.2.  the permissible uses of excess funds generated from self-supporting

Section 2:

2.1.

2.2.

2.3.

2.4,

activities.

Self-supporting Fee Rates

Self-supporting classes will not be reported for regular budget purposes (those
classes supported by student fees or a class in which instruction is provided gratis); all
recreational extension classes fall in this category.

Workforce Continuing Education instruction will not be offered in sheltered

workshops and adult developmental activity program centers (ADAP) except
sheltered workshops and ADAP centers may contract with the community college to
provide workforce continuing education courses on a self-supporting basis as
prescribed by 1G SBCCC 200.95.

The College may adopt different self-supporting fees for different courses and
activities, subject to the limitations established by 1E SBCCC 600.3 and outlined in
this section.

The College will determine self-supporting fees for curriculum courses using a Pro-
rata Share Method. (See Exhibit 3.4.1 Screenshot of Self-Supporting Class Fee Pro-
Rata Method)
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2.4.1. The amount charged to each student shall approximate the pro-rata share of the
direct and indirect costs associated with providing self-supporting instruction.

2.4.2. Unless the College can demonstrate a need for a higher rate, the College may
estimate indirect costs by applying its or a rate up to 25%, whichever is higher, to
the direct costs of providing the self-supporting activity.

2.4.3. The amount charged to the student shall be calculated based on either the
estimated costs of an individual self-supporting course section divided by the
number of students expected to enroll in the course section.

2.4.4. Each student must pay the self-supporting fee even if the sum of the curriculum
tuition and self-supporting fees charged to the student for the academic term
exceeds the maximum tuition rate set by the State Board and academic term.

2.5. The College will set self-supporting fees for continuing education course sections at a
level at or below the local market rate for the type of continuing education
instruction provided.

Section 3: Deposit and Use of Self-Supporting Fees

3.1. Inaccordance with 1E SBCCC 600.4, the College will deposit self-supporting fee

receipts in an institutional unrestricted general ledger account.

3.1.1. Any course section initially designated as self-supporting cannot be changed to a
State-funded designation after the College collects any receipts for the course
section.

3.2. Self-supporting fee receipts will be used to support the direct and indirect costs of
the self-supporting course sections.

3.2.1. The College will not use state funds for direct costs of self-supporting course
sections.

3.2.2. If a full-time faculty member teaches a self-supporting course section, the
College will either

3.2.2.1.  pro-rate the faculty salary based on the time allocated between state-
funded and self-supporting course sections in the faculty member’s
course load, or
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3.2.2.2.  reimburse State funds an amount equal to the number of instructional
hours associated with the self-supporting course section multiplied by
the instructor’s hourly rate of pay.

3.3. |Ifself-supporting receipts exceed expenditures for the fiscal year, the College will use
excess receipts either in accordance with 1E SBCCC 700.7.

Legal Citation: N.C.G.S. 115D-5, N.C.G.S. 115D-39, 1E SBCCC 600.1, 1E SBCCC 600.2,
1E SBCCC 600.3, 1E SBCCC 600.4, 1E SBCCC 700.7, 1G SBCCC 200.95

History: Effective April 2000; reviewed July 2008, September 2010, November 2021, March
2024
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Exhibit 3.4.1 Screenshot of Self-Supporting Class Fee Pro-Rata Method
(see the Vice President, Instruction/CAO or an instructional dean for a live copy of the

spreadsheet)
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3.5 Preparation and Submission of Institutional Budget

Last Revised: July 2023

Policy: The Board of Trustees of Piedmont Community College shall approve the submission of
a budget request on forms provided by the State Board of Community Colleges.

Purpose/Definitions:
Purpose

This policy outlines the procedure for preparation and submission of the annual budget to the
State Board of Community Colleges.

Definitions

Categorical funds—funds appropriated to the College from any state government source that
are targeted for particular categories of projects, students, special programs, or special
purposes. These funds may not be used for any other purpose than the purpose for which they
were allocated.

County funds—funds appropriated to the College by the local tax-levying authorities, the Person
County Board of Commissioners and the Caswell County Board of Commissioners.

Institutional funds—funds budgeted and expended through college accounts that are not
allocated to the College by the State Board of Community Colleges, nor appropriated to the
College by the local tax-levying authority.

Plant fund—acquisition of land; erection of all buildings; alterations and additions to buildings;
purchase of automobiles, buses, trucks, and other motor vehicles; purchase or rental of all
equipment necessary for the maintenance of buildings and grounds and operation of plants;
and purchase of all furniture and equipment not provided for administrative and instructional
purposes.

State funds—all funds that are allocated to colleges by the State Board of Community Colleges,
regardless of the revenue source.

Trust and Agency funds—funds held by an institution as custodian or fiscal agent for others
such as student organizations, individual students, or faculty members.
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Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Funding Sources

1.1. The budget shall be based on estimates of available funds if provided by the funding
authorities or as estimated by the College.

1.2. The State Current Fund shall be based on available funds.

1.3. All other funds shall be based on needs as determined by the Board of Trustees and
shall include the following:

1.3.1. State Current Fund
1.3.2. County Current Fund
1.3.3. Categorical Fund
1.3.4. Institutional Fund
1.3.5. Plant Fund
Section 2: State Current Fund Budget

2.1. The budget request shall contain the items of current operating expenses as provided
in N.C.G.S. 115D-31 for which State funds are requested.

2.2. The approving authority for the State current fund budget request shall be the board of
trustees and the State Board of Community Colleges.

Section 3: County Current Fund Budget

3.1. The budget request shall contain the items of current operating expenses, as provided
in N.C.G.S. 115D-32, for which county funds are requested.

3.2. The approving authority for the county current fund budget request shall be the board
of trustees and the local tax-levying authority.

3.3. The State Board of Community Colleges shall have approving authority pursuant to
N.C.G.S. 115D-33 with respect to required local funding.
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Section 4: Institutional Fund Budget

4.1. The budget request shall contain the items of current operating expenses, leanfunds,
scholarship funds, auxiliary enterprises, state, private, and federal grants and contracts
and endowment funds for which institutional funds are requested.

4.2. The approving authority for the institutional fund budget request shall be the board of
trustees of the institution.

Section 5: Categorical Fund Budget

5.1. Colleges receiving categorical funds from any state government source must report the
receipt and use of such funds annually to the North Carolina Community College
System in accordance with the System’s Annual Reporting Plan.

Section 6: Plant Fund Budget

6.1. The budget request shall contain the items of capital outlay, as provided in N.C.G.S.
115D-31 and N.C.G.S. 115D-32, for which funds are requested, from whatever source.

6.2. The board of trustees shall submit the budget to the local tax-levying authority.

6.2.1. The local tax-levying authority shall approve or disapprove, in whole or in part,
that portion of the budget requesting local public funds.

6.2.2. After approval by the local tax-levying authority, the board of trustees shall
submit the budget to the State Board of Community Colleges on a date
designated by the State Board.

6.3. The State Board may approve or disapprove, in whole or in part, that portion of the
budget requesting state or federal funds.

6.4. Plant funds provided for construction and major renovations shall be permanent
appropriations until the conclusion of the project for which appropriated.

Section 7: Other Funding Provisions

7.1. No public funds shall be provided an institution, either by the tax-levying authority or
by the State Board of Community Colleges, except in accordance with the budget
provisions of Article 4A Budgeting, Accounting, and Fiscal Management of N.C.G.S.
115D-54.

7.2. The preparation of a budget for, and the payment of interest and principal on
indebtedness incurred on behalf of an institution, shall be the responsibility of the
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county finance officer(s) of the administrative areas, and the Board of Trustees of the
institution shall have no duty or responsibility in this connection.

7.3. Trust and agency funds need not be budgeted.

Legal Citation: N.C.G.S. 115D-5, N.C.G.S. 115D-31, N.C.G.S. 115D-32, N.C.G.S. 115D-33, N.C.G.S.
115D-54; 1H SBCCC 100.1, 1H SBCCC 200.1, 1H SBCCC 400.1

History: Effective January 1988; October 2001; reviewed September 2010, May 2021, July 2023
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3.6 Budget Management

Last Revised: July 2023

Policy: The Board of Trustees of Piedmont Community College (PCC) shall prepare for
submission a budget for the upcoming fiscal year to the Person County and Caswell County
Board of Commissioners on or before July 1t of each year.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure for submission of the annual budget to
the Person County and Caswell County Board of Commissioners.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Approval of Budget by Local Tax-Levying Authority

1.1. By a date fixed by the local tax-levying authority, the budget shall be submitted to the
local tax-levying authority for approval of that portion within its authority as stated in
N.C.G.S. 115D-54(b).

1.1.1. On or before July 1, or such later date as may be agreeable to the board of
trustees, but in no instance later than September 1, the local tax-levying
authority shall determine the amount of county revenue to be appropriated to
an institution for the budget year.

1.1.2. The local tax-levying authority may allocate part or all of an appropriation by
purpose, function, or project as defined in the budget manual as adopted by the
State Board of Community Colleges.
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1.2. The local tax-levying authority shall have full authority to call for all books, records,
audit reports, and other information bearing on the financial operation of the
institution, except records dealing with specific persons for which the person's rights
of privacy are protected by either federal or state law.

1.3. Nothing in this policy shall be construed to place a duty on the local tax-levying
authority to fund a deficit incurred by an institution through failure of the institution
to comply with the provisions of this article or rules and regulations issued pursuant
hereto.

Section 2: Approval of Budget by State Board of Community Colleges

2.1. After notification by the local tax-levying authority of the amount appropriated, the
budget shall be submitted to the State Board of Community Colleges on a date
designated by the State Board of Community Colleges for approval of that portion
within its authority as stated in N.C.G.S. 115D-54(b).

2.1.1. The State Board of Community Colleges shall approve the budget for each
institution in such amount as the State Board decides is available and necessary
for the operation of the institution.

2.2. The State Board of Community Colleges shall have authority to call for all books,
records, audit reports and other information bearing on the financial operation of the
institution, except records dealing with specific persons for which the persons' rights
of privacy are protected by either federal or state law.

2.3. Nothing in this policy shall be construed to place a duty on the State Board of
Community Colleges to fund a deficit incurred by an institution through failure of the
institution to comply with the provisions of this policy or rules and regulations issued
pursuant hereto.

Legal Citation: N.C.G.S. 115D-54(b), N.C.G.S. 115D-55

History: Effective January 1988, reviewed September 2010, May 2021, July 2023
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3.7 Budget Adoption Process

Last Revised: February 2023

Policy: Piedmont Community College’s Board of Trustees shall adopt a budget resolution that
ensures the College expends funds in accordance with the State Board of Community Colleges
State Aid Allocations and Budget Policies.

Purpose/Definitions:

Purpose

This policy outlines the procedures for final adoption of the annual budget by the College’s
Board of Trustees and for implementation of an interim budget in the event a final annual
budget is not adopted prior to July 1 of each year.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: Interim Budget Provisions

1.1. When no budget is in place before the end of the fiscal year, the Board of Trustees
shall authorize the President to pay salaries and other ordinary expenses of the
College for the interval between the beginning of the fiscal year and the adoption of
the budget resolution based on budget projection worksheets provided by the North
Carolina Community College System (NCCCS) Finance Division.

Section 2: Final Resolution of Budget

2.1. Upon notification of approval by the State Board of Community Colleges, the Board of
Trustees shall adopt a budget resolution as defined in the following documents
published by the NCCCS Office:
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2.1.1. State Aid Allocations & Budget Polices
2.1.2. College Budget Allotment Sheets
2.1.3. College Budget Summary (Form 2-1)

2.2. The budget resolution will comply with the resolution of the State Board and the
appropriations of the tax levying authorities and all other funding agencies.

Legal Citation: N.C.G.S. 115D-56; N.C.G.S. 115D-57

History: Effective January 1988; reviewed September 2010, March 2021, February 2023 —
Content of PCC Policy 3.8 Interim Budget was incorporated into this policy
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3.9 Amendments to Budget; Budget Transfers

Last Revised: December 2023

Policy: The State Board of Community Colleges shall adopt rules and regulations governing the
amendment of the budget for an institution. The Board of Trustees may amend the budget or
transfer monies from one appropriation to another within the same fund at any time after the
budget’s adoption pursuant to the rules and regulations of the State Board of Community
Colleges.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure for amending the budget or making
transfers within the budget after its initial approval.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions for Budget Amendments and Budget Transfers

1.1. The College adheres to N.C.G.S. 115D-58.

Legal Citation: N.C.G.S. 115D-58

History: Effective January 1988; September 2011, May 2021, December 2023

Pagelof1


https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/BySection/Chapter_115D/GS_115D-58.pdf

Piedmont Community College Policy & Procedures Manual

3.9.1 Provisions for Disbursement of State Money

Last Revised: December 2023

Policy: Piedmont Community College (PCC) will receive disbursements from the North Carolina
Community Colleges System (NCCCS) Office monthly, after certification to the System of the
expenditures to be made by the College during the month.

Purpose/Definitions:
Purpose

This policy outlines the procedure for certifying and receiving funds from the State Treasury to
be used in the operation of the College.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.3 and 1H SBCCC 200.3.

Legal Citation: N.C.G.S. 115D-58.3; 1H SBCCC 200.3

History: Effective January 1988; reviewed September 2010, September 2021, December 2023
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3.9.2 Provisions for Disbursement of Local Money

Last Revised: December 2023

Policy: Piedmont Community College (PCC) shall disburse local funds to the extent that the
amount of funds remaining credited to the College is within the unencumbered balance of the
appropriation for the item of expenditure according to the approved budget.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure for the use of local funds for budget
purposes.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.4.

Legal Citation: N.C.G.S. 115D 58.4

History: Effective January 1988; reviewed September 2010, June 2021, December 2023
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3.9.3 Accounting System

Last Revised: December 2023

Policy: Piedmont Community College (PCC) shall establish and maintain an accounting system,
consistent with procedures as prescribed by the Community Colleges System Office and the
State Controller, which shows the College’s assets, liabilities, equities, revenues, and
expenditures.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure by which the College will maintain its
accounting system as required by general statute.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.5.

Legal Citation: N.C.G.S. 115D-58.5; N.C.G.S. 115D-58.14; N.C.G.S. 147 Article 5A

History: Effective January 1988; reviewed September 2010, January 2011, July 2021, December
2023
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3.9.4 Investment of Idle Cash

Last Revised: January 2024

Policy: Piedmont Community College (PCC) shall have the power to purchase, sell, and
exchange securities on behalf of the Board of Trustees (BOT).

Purpose/Definitions:

Purpose

The purpose of this policy is to outline the procedure for investing idle cash.

Definitions

Cash balance—the amount equal to all monies received into institutional fund accounts minus
all expenses and withdrawals from those accounts in an official depository of the institution as
designated by the local BOT consistent with N.C.G.S. 115D-58.7.

Official depository—one or more banks, savings and loan associations, or trust companies in

North Carolina that a community college BOT has designated consistent with N.C.G.S. 115D-
58.7.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.6.

Legal Citation: N.C.G.S. 115D-58.6; N.C.G.S. 115D-58.7; N.C.G.S. 147-69.2; N.C.G.S. 147-69.3;
N.C.G.S. 159-30(b1); N.C.G.S. 159-30(c); N.C.G.S. 159-31(b)
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History: Effective January 1988; revised October 2001; reviewed September 2010, January
2011, July 2021, January 2024
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3.9.5 Selection of Depository; Deposits to be Secured

Last Revised: January 2024

Policy: Piedmont Community College’s (PCC) Board of Trustees (BOT) shall designate as the
official depositories of the College one or more banks, savings and loan associations, or trust
companies in this state.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure by which depository accounts shall be
selected.

Definitions

Negotiable Order of Withdrawal (NOW) account—an interest-earning bank account whereby
the owner may write drafts against the money held on deposit.

Official depository—one or more banks, savings and loan associations, or trust companies in
North Carolina that a community college board of trustees has designated consistent with
N.C.G.S. 115D-58.7.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.7.

Legal Citation: N.C.G.S. 115D-58.6(a1); N.C.G.S. 115D-58.7; N.C.G.S. 159-31(b)
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History: Effective: January 12, 1988; reviewed September 2010, July 2021, January 2024
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3.9.6 Facsimile Signatures

Last Revised: January 2024

Policy: Piedmont Community College’s (PCC) Board of Trustees may provide by appropriate
resolution for the use of facsimile sighature machines, signature stamps, or similar devices in
signing checks and drafts according to the rules and regulations of the State Board of
Community Colleges.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the circumstances under which facsimile signatures may
be used.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.8.

Legal Citation: N.C.G.S. 115D-58.8

History: Effective January 1988; reviewed September 2010, March 2021, January 2024
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3.9.7 Daily Deposits

Last Revised: February 2024

Policy: All monies regardless of source or purpose collected or received by an officer,
employee, or agent of an institution shall be deposited intact in accordance with this section.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline the requirements for making daily deposits.
Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.9.

Legal Citation: N.C.G.S. 115D-58.9, N.C.G.S. 147-77

History: Effective January 1988; revised April 1992, reviewed September 2010, January 2011;
May 2021, February 2024
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3.9.8 Surety Bonds

Last Revised: February 2024

Policy: The Piedmont Community College (PCC) Board of Trustees shall provide for all
employees as determined by the State Board of Community Colleges to be bonded by a surety
company authorized to do business with the state in such amount as the Board of Trustees
(BOT) deems sufficient for the protection of such property and funds.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline the procedure by which appropriate college personnel
will be covered by surety bonds or insurance.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.10.

Legal Citation: N.C.G.S. 115D-58.10
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History: Effective January 1988, reviewed September 2011, January 2011, March 2021,
February 2024
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3.9.9 Vending Facilities

Last Revised: February 2024

Policy: The Piedmont Community College (PCC) Board of Trustees shall require that all monies
received by the College from the operation of vending machines and other concession activities
be deposited, budgeted, appropriated, and expended in accordance with appropriate North
Carolina statutes.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline the procedure for processing monies collected in
vending machines.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. North Carolina General Statute 115D-58.13 governs the use of monies from vending
machines and other concession activities:

1.1.1. Funds generated through vending facilities, vending machines, and other
concession activities shall be deposited into an unrestricted institutional
account.

1.1.2. Funds shall not be used to support the salary, benefits, or any other
compensation reportable as income to the Internal Revenue Service of the
college president.
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Legal Citation: N.C.G.S. 115D-58.13, 1H SBCCC 300.4

History: Effective January 1988, reviewed September 2010, January 2011, May 2021, February
2024
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3.9.11 Credit Card Use Authorization

Last Revised: February 2024

Policy: The Piedmont Community College (PCC) Board of Trustees authorizes the use of credit
cards for college tuition, fee payments, and the Pacer Café.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure by which college tuition, fee payments,
and the Pacer Café can be made by credit card.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions
1.1. The College Business Office will process credit card charges as follows:
1.1.1. Credit card transactions are entered in the Business Office and the Pacer Café.
1.1.1.1. Credit cards are processed using the credit card machine.

1.1.1.2. Credit card transactions in the Business Office may be entered manually if
the charge is phoned in.

1.1.2. The College’s banking institution will process credit card transactions and deposit
the appropriate amount of funds into the appropriate college account.

1.1.3. Each morning, Accounts Payable cuts a hard check for the total of the credit card
charges from the previous day.
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1.1.3.1. The check is drawn from the Institutional Funds bank account where the
credit card funds were electronically deposited by the bank.

1.1.3.2. The check is then deposited into the appropriate college account.

1.1.3.3. These deposits are made daily, although there may be some elapsed time
between the day of the charge and the day the funds are deposited.

1.1.4. Each month, the bank will send the College a statement showing the detailed
credit card transactions for the month.

1.1.4.1. The appropriate Business Office staff member reconciles the institutional
funds bank statement.

1.1.4.2. The Controller reviews the reconciliation, and any unusual reconciling
items are investigated.

Legal Citation: N/A

History: Effective April 1993; reviewed October 2010; November 2021, February 2024
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3.9.12 Returned Check Fee and Collection of Funds

Last Revised: March 2024

Policy: The Piedmont Community College (PCC) Board of Trustees authorizes the charging of a
fee for returned checks.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure for charging returned check fees and the
collection of funds.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority over this policy.

Procedure:
Section 1: Checks Returned from Students

1.1. North Carolina General Statute (N.C.G.S.) 25-3-506 states in part that “a person who
accepts a check in payment for goods or services or [their} assignee may charge and
collect a processing fee, not to exceed thirty-five dollars ($35.00), for a check on which
payment has been refused by the payor bank because of insufficient funds or because
the drawer did not have an account at that bank.”

1.1.1. PCC will charge a fee of $25.00 per check for any check returned to the College.

1.2. When the payor bank notifies the Business Office that a student check has been
returned for insufficient funds, authorized Business Office personnel will immediately
make a notation of this in the student's Colleague account with a comment detailing
the reason for the return including the date and the amount.
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1.3. An authorized Business Office personnel sends a letter to the student noting the
amount owed and notifying the student that they have 30 days to respond.

1.3.1. The letter also includes a warning that the student will not be able to get
transcripts or register for classes until the debt is paid in full.

1.3.2. If the student does not respond within the aforementioned time, the student is
given an additional 30 days, based on North Carolina Department of Justice
guidelines.

1.3.3. An authorized Business Office personnel informs the student that the College

will pursue collection through the N.C. Department of Revenue pursuant to
N.C.G.S. 105A-5.

1.4. If the Business Office does not receive a satisfactory response within 60 days, the
account is then submitted to the NC Department of Revenue's Set-Off debt program
for garnishment.

Section 2: Checks Returned from Non-Students

2.1. Checks returned from non-students will be referred to an authorized Business Office
personnel for collection.

2.1.1. The authorized Business Office personnel sends a letter to the payor noting the
amount owed and notifying the payor that they have 30 days to respond.

2.1.2. If the check was received through a PCC service (e.g., Child Care, Cosmetology),
the service provider is notified of the outstanding debt.

Legal Citation: N.C.G.S. 25-3-506; N.C.G.S. 105A-5

History: Effective July 1995; revised October 2001, reviewed October 2010, August 2021, March
2024
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3.10 Liability Insurance

Last Revised: August 2022

Policy: The Piedmont Community College Board of Trustees will provide for the payment of
premiums for liability insurance.

Purpose/Definitions:
Purpose

This policy lists the type of funds that may be used to purchase liability insurance for the
College.

Definitions

NA

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. In accordance with North Carolina General Statute, N.C.G.S. 115D-31.1:

Notwithstanding the provisions of G.S. 115D-32(a)(2)b2 and any other provision of
the law to the contrary, boards of trustees of all institutions in this Chapter may use
State funds to pay the lawful premiums of liability insurance as provided in this
section. (1983, c. 761, s. 105.)

1.2. Consistent with the General Statutes given in item 1.1, the College may use state,
county, institutional, or private funds to pay liability insurance premiums.

Legal Citation: N.C.G.S. 115D-31.1, N.C.G.S. 115D-32(a)(2)b2
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3.11 Purchasing

Last Revised: December 2023

Policy: The Piedmont Community College (PCC) Board of Trustees provides consistent oversight
of the purchasing of supplies, equipment, and other materials used in the operation of the
College.

Purpose/Definitions:

Purpose

The purpose of this policy is to outline the procedure by which state contracts are to be used,
whenever practical, for purchasing supplies, equipment, and other materials. The policy also
provides a mechanism for purchasing apart from state contract when necessary.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The Purchasing and Contract Division, State of North Carolina, annually awards
contracts to vendors to furnish the needs of all state agencies and state financed
activities.

1.1.1. These contracts normally cover a 12-month period and include items from paper
clips to automobiles.

1.1.2. One purpose of the contract procedure is to expedite local purchases by
eliminating the need for securing competitive bids on the items covered.
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1.1.3. These contracts also insure receipt of a reasonably good product at a reasonable
price from a financially solvent supplier.

1.2. According to N.C.G.S. 115D 58.14, community colleges may purchase supplies,
equipment, and materials from noncertified sources that are available under State
term contracts, subject to the following conditions:

1.2.1. The purchase price, including the cost of delivery, is less than the cost under the
State term contract;

1.2.2. The cost of the purchase shall not exceed the bid value benchmark established
under N.C.G.S. 143-53.1; and

1.2.3. The items are the same or substantially similar in quality, service, and
performance as items available under State term contracts.

Section 2: State Contract Items

2.1. Under normal circumstances, all users are expected to purchase those items which are
"on contract," even though they may not be the "brand name" a person prefers.

2.2. Items on State Contract may be ordered directly from the vendor without seeking
bids.

2.3. Inthe event that an item on State Contract is not suitable for a person's needs, the
person may write a complete justification for the planned purchase of an alternate
and submit it to the college's purchasing agent.

2.3.1. This request will be forwarded to the Division of Purchase and Contract within
the NC Department of Administration for their approval or denial.

Section 3: Non-Contract Items
3.1. Non-contract items are normally items of equipment with limited statewide usage.
3.2. Items costing less than $1,500 and not on State Contract require no bids or quotes.

3.3. Items costing more than $1,500 and up to $25,000 that are not on state contract
require three written quotes included as supporting document with the requisition.

3.4. Foritems over $25,000, the formal RFQ/RFP process is used by the PCC purchasing
technician with the help of an RFQ/RFP committee.
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Section 4: Personal Purchases Prohibited from Delivery to the College

4.1. The following types of items, if made as personal purchases, are strictly prohibited
from delivery to the College and may subject the employee who requests delivery to
severe sanctions, up to and including separation from employment:

4.1.1. Firearms, components of firearms, or ammunition;
4.1.2. Alcoholic beverages, including beer, wine, and distilled spirits;

4.1.3. Drugs defined by any of the Federal schedules for controlled substances,
whether the addressee has a valid prescription or not.

Section 5: Personal Purchases Delivered to the College

5.1. On occasion a college employee may request permission to have a personal purchase
delivered to the College according to the following requirements:

5.1.1. Prior to placing the order, a written request must be submitted to the
Administrative Assistant to the Vice President of Administrative Services/CFO
stating why the item needs to be delivered to the College.

5.1.2. The first line of the delivery address must be the name of the employee
requesting the delivery of a personal purchase to the College; the second line
must read “c/o Piedmont Community College.”

5.1.3. Without exception, the delivery address must be to the College Receiving
Department.

5.1.4. The employee must notify the College Receiving Department in advance about
the delivery.

5.2. Students are not allowed to have personal purchases shipped to the College.

Legal Citation: N.C.G.S. 115D-58.14, N.C.G.S 143-53.1

History: Effective January 1988; Revised October 2001; Reviewed September 2010; Revised
January 2016, May 2021, December 2023
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3.12 Mileage Reimbursement

Last Revised: October 2023

Policy: Piedmont Community College (PCC) will reimburse employees for business travel in
their personal vehicles.

Purpose/Definitions:
Purpose

This policy outlines the procedure for reimbursing employees for business travel when using
their personal vehicles.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions
1.1. The College prefers that an institutional vehicle be used when available.

1.1.1. If aninstitutional vehicle is not used, the reimbursement rate for use of a
privately-owned vehicle on official college business will be in accordance with
the Office of State Budget and Management in the State of North Carolina
Budget Manual, Chapter 5, which follows the standard IRS reimbursement rate.

1.1.2. The President has the authority to adjust the rate as necessary.

1.2. If aninstitutional vehicle is unavailable, employees may reserve an Enterprise vehicle
through the Business Office with prior approval.

1.3. All requests for travel must be approved and reimbursement must be submitted
within 30 days of travel.
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Legal Citation: N.C.G.S. 138-6; NCCCS Numbered Memo CC 18-003; 1H SBCCC 200.5, OSBM
Budget Manual, Chapter 5, IRS standard mileage rates (2023)

History: Effective January 1985; Revised January 1986, January 1990, October 2001, February
2005, February 2006, July 2008; Reviewed September 2010, Revised July 2016, December 2016,
April 2021, October 2023
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3.13 General Accounting Procedures

Last Revised: November 2023

Policy: The Piedmont Community (PCC) College Board of Trustees provides that all fiscal
management policies and procedures not specifically set forth in the PCC Policies and
Procedures Manual shall be carried out as required by regulation of the North Carolina
Community College System (NCCCS) and the Accounting Procedures Manual.

Purpose/Definitions:
Purpose

The purpose of this policy is to explain the process used to determine general accounting
procedures not specifically outlined within the PCC Policies and Procedures Manual.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority over this policy.

Procedure:
Section 1: General Provisions

1.1. Allfiscal management procedures not otherwise specifically included in the PCC
Policies and Procedures Manual will follow the regulations of the NCCCS and the
Accounting Procedures Manual, a copy of which is available for inspection during
regular business hours at the College’s Business Office.

Legal Citation: N.C.G.S. 115D-58.5; N.C.G.S. 115D-58.14, 1H SBCCC 200

History: Effective January 1988; reviewed October 2010, May 2021, November 2023
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3.14 Identity Theft Prevention Program

Last Revised: September 2023

Policy: The Board of Trustees of Piedmont Community College (PCC) enacts reasonable
procedures to protect students and college employees from damages associated with the
compromise of sensitive personally identifiable information.

Purpose/Definitions:
Purpose

The purpose of this policy is to describe procedures to protect students and college employees
from damages associated with the compromise of sensitive personal information.

Definitions

Creditor—any organization, including community colleges, which regularly extends, renews, or
continues credit; or arranges for someone else to extend, renew, or continue credit; or is the
assignee of a creditor involved in the decision to extend, renew, or continue credit.

Credit—deferral of payment of a debt incurred for the purchase of goods or services, including
educational services.

Financial institution—typically a bank, credit union, or other entity that holds for an individual
an account from which the owner can make payments and transfers.

Identity theft—a fraud attempted or committed using identifying information of another
person without proper authority.

Information Technology Services (ITS)—the acronym used to designate Information
Technology Services.

Red Flag—a pattern, practice, or specific activity which indicates the possibility of identity theft.

Red Flag Task Force and its recommendations—as a result of the increasing instances of
identity theft, the United States Congress passed Public Law 108-159, the Fair and Accurate
Credit Transactions Act of 2003 (FACTA). This amendment to the Fair Credit Reporting Act
dictated that the Federal Trade Commission (FTC) promulgate rules to address identity theft.
The rules promulgated by the FTC (Red Flag rules) require any financial institution or creditor
that holds any type of consumer account or other account for which a potential risk of identity
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theft exists to create and implement a written Identity Theft Prevention Program to thwart
identity theft associated with new and existing accounts.

Sensitive personally identifiable information—information belonging to any student,
employee, or other person with whom the College is affiliated that is not open to the public or
is not considered directory information. See PCC Policies 5.7.1 Employee Personnel File and 7.6
The Family Educational Rights and Privacy Act of 1974 for more information.

Student records—any records containing information concerning academics and enrollment
(curriculum, adult, and continuing education), financial aid, finance, discipline, counseling, and
any ADA information that is collected and used in various areas of the College.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO and the
Vice President, Information Technology/ClO have monitoring authority for this policy.

Procedure:
Section 1: Security Protocols

1.1. PCCis often involved with activities that require compliance with the FTC (Red Flag
Rules). These activities may include:

1.1.1. utilization of deferred payment plans as authorized by 1E SBCCC 200.2

1.1.2. issuance of any scholarship which requires the recipient to sign a promissory
note

1.1.3. maintaining an account for student from which the student can authorize
payments for goods and services such as books and food

1.1.4. using debit/credit card accounts
1.1.5. attempts to access academic or financial information

1.2. The dean or director from each high-risk area in item 1.1 is responsible for ensuring
best practices are maintained when handling sensitive information and will monitor
systems to identify red flags that occur.

1.2.1. Once ared flag is suspected, the dean or director should immediately contact
the College’s Vice President, Information Technology/CIO.
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PCC’s data and records management systems are protected by physical and technical
safeguards which follow state and federal guidelines.

1.3.1. ITSis responsible for establishing security protocols in the retrieval of electronic
information.

1.3.2. Data owners are responsible for the security and confidentiality of student
information and records in each of their respective areas.

1.3.3. All PCC employees are responsible for the security of student information related
to their assigned duties and for following campus-wide procedures in managing
digital and hard copies of student records and information.

Each area of the campus that handles student records should establish procedures to
protect the security and confidentiality of student information, including hard copy
and digital formats.

1.4.1. The NC State Board of Community Colleges Code (SBCCC), General Statutes,
FERPA (Family Educational Rights and Privacy Act), Federal Financial Aid
Guidelines, and other state and federal guidelines must be followed in handling
student information and should be addressed in the procedures for each area.

Section 2: Preventing ldentity Theft

2.1.

2.2,

2.3.

2.4,

2.5.

2.6.

When a person does not provide any identification or provides insufficient
identification, an assigned representative will follow established procedures to
substantiate that person’s identity.

The College will ensure employees are reminded annually about FERPA requirements
to contribute to the prevention of identity theft.

Third-party agencies that handle sensitive data for the College will be evaluated to
ensure they comply with best practices in information security.

All employees will adhere to FERPA laws concerning verification of proper identity and
non-disclosure of data to unauthorized persons.

All banking information will be obtained and used only by appropriate personnel with
PCl compliance regarding security of banking information.

Students applying for financial aid awards will be verified with more than one
identification method to assure that aid is distributed to the proper person.
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Legal Citation: Fair and Accurate Credit Transactions Act of 2003 (FACTA) — Public Law 108-159;
N.C.G.S. 75 Article 2A; 1E SBCCC 200.2

History: Effective January 2012; revised September 2021, May 2022 —updated definitions,
September 2023

Cross-references PCC Policies 5.7.1 Employee Personnel File and 7.6 The Family Educational
Rights and Privacy Act of 1974.
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3.15 Employee Use of Credit Cards
Last Revised: December 2024

Policy: Piedmont Community College (PCC) provides the opportunity for credit card use for
circumstances in which purchases need to be made in support of College business.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedures for the proper use of credit cards for
college expenditures.

Definitions

Cardholder—any employee who has obtained a credit card from the Business Office.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy and procedure.

Procedure:
Section 1: Approved Credit Card Use

1.1. Any credit card purchase must have prior approval of the employee’s immediate
supervisor.

1.2. When using a credit card, all credit card users must comply with College purchasing
policies, and they must obtain an original receipt with the appropriate signature(s) for
merchandise or services.

1.3. Items purchased requiring delivery must be shipped to the College.
Section 2: Personal Credit Cards

2.1. Toreceive reimbursement when a personal credit card has been used to charge for
College expenditures, the original itemized receipt or original itemized invoice must be
attached to a signed requisition.
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2.2. Reimbursement for travel charges requires that a travel voucher be filed (see Section
5 of the NCCCS Accounting Procedures Manual).

2.3. Reimbursement should not be made from the credit card statement.
2.4. The reimbursement must be made to the employee, not to the credit card company.

2.5. The College strongly discourages the use of a personal credit card for small items and
non-travel items.

2.6. A personal credit card cannot be used to circumvent purchasing and travel policies.
Section 3: Institutional Credit Card

3.1. Atthe supervisor’s request, designated employees will be issued an institutional credit
card to use in support of College business.

3.2. The employee’s name and “Piedmont Community College” is embossed on the cards.
Section 4: Guidelines for the Institutional Credit Card

4.1. Institutional credit cards are to be used only by the employee to whom the card is
issued and who must be an employee of the college.

4.2. Travel request forms or purchase requisitions must be completed prior to the use of
the credit card.

4.3. Institutional credit cards are not for personal use, nor may they be borrowed by
another individual.

4.4. Institutional credit cards are not to be used by students under any circumstances.

4.5. In addition to financial responsibility and liability for wage deductions, any purchases
an employee makes with an institutional credit card in violation of this policy will
result in disciplinary action, up to and possibly including termination of employment,
depending upon the severity and repeat nature of the offense. (See PCC Policy 5.19
Employee Disciplinary Policy).

4.5.1. Any reproduction of credit card information is prohibited.
4.6. Institutional credit cards can be used with any vendor who accepts the card.

4.6.1. Items such as office and computer supplies, online registration fees, and books,
are examples of purchases that can be made with the card.
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4.6.2. The amount that may be charged to a card is determined by college purchasing
guidelines.

4.7. Employees may not store institutional credit card information on any company's
website for future purchases or commit to any recurring or future payments.

4.8. If aninstitutional credit card is lost or stolen, the cardholder must immediately contact
the Purchasing Specialist who will then deactivate the credit card.

Legal Citation: N/A

History: Adopted January 2011; Revised August 2021, December 2024 — Cross references PCC
Policy 5.19 Employee Disciplinary Policy
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3.16 Indirect Cost
Last Revised: February 2025

Policy: The Piedmont Community College (PCC) Board of Trustees will provide for an indirect
cost rate agreement (approved by the Division of Cost Allocation within the Department of
Health and Human Services) to be used by the College to charge federal agencies for
administrative and facility costs associated with conducting federal programs.

Purpose

The purpose of this policy is to ensure the appropriate allocation and use of funds towards
indirect costs in federal grants or contracts in compliance with the Indirect Cost Rate
Agreement specified by the federal government.

Definitions

Indirect expenses—expenses for grants and contracts that are difficult to identify such as
executive administration, payroll, accounting, human resources, building and equipment
depreciation, utilities, janitorial, and maintenance.

Negotiated Cost Rate—an estimate of indirect cost rate negotiated between the Federal
Government and a Grantee/Contractor’s organization which reflects the indirect costs (facilities
and administrative costs) & fringe benefit expenses incurred by the organization that will be the
same across all the agencies of the United States.

Rate Agreement—a document which includes but is not limited to identifying the negotiated
cost rate, the effective period(s) of the rate(s), the rate expressed as a percentage, the location
to which the rate is applicable, and to what programs the rate is applicable.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority of this policy.

Procedure:

Section 1: Indirect Cost Rate Agreement
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1.1. PCC will submit an application every two years with The Division of Cost Allocation
within the Department of Health and Human Services to obtain a current indirect cost
rate agreement.

1.1.1. This application may be submitted by college personnel (Controller or Vice
President, Administrative Services/CFO) or the College may choose to retain an
accounting firm to complete the application.

1.2. Once this rate has been obtained it will be used to streamline the process of

”n u

“awarding,” “monitoring” and “closing out” Federal grants and contracts.

1.3. When an agency issues an award to the College, they are unaware of the indirect costs
that will be associated with conducting the program.

1.3.1. PCC sets the amount of indirect costs within limits established by the grantor.

1.4. The indirect cost rate allows the business office to calculate the appropriate allocation
of indirect costs associated with any one project by applying the negotiated indirect
cost rate to the respective base used to develop the rate.

Section 2: Use of Overhead Receipts

2.1. Once indirect cost reimbursement has been earned then the use of those funds will be
governed as set out in Chapter XV Overhead Receipts of the NCCCS Accounting
Procedures Manual and Reference Guide, Section 1: Fiscal Procedures as follows:

2.1.1. PCC financial aid program provides for an administrative allowance that can be
used to offset the overhead cost of administering the program. These financial
aid receipts shall be divided into two parts:

2.1.1.1. The first part, twenty-five percent (25%) of the total amount received each
year, is considered the unrestricted portion and may be used for the
following purposes directly benefiting the students as approved by the
College’s Board of Trustees.

2.1.1.1.1.  Instruction

2.1.1.1.2.  Student support services

2.1.1.1.3.  Student financial aid (e.g. scholarships, grants, Work Study)
2.1.1.1.4.  Student refunds

2.1.1.1.5.  Student activities
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2.1.1.1.6.  Curriculum development

2.1.1.1.7. Program improvement

2.1.1.1.8.  Professional development

2.1.1.1.9.  Other costs associated with financial statement audits

2.1.1.1.10. Purchase of equipment if such equipment was permitted by the
grant through which the indirect cost allowance was earned.

2.1.1.2.  Unrestricted funds cannot be used for capital improvement projects.

2.1.1.3. The second part, seventy-five percent (75%) of the total amount received
each year, is considered the restricted portion and may be used without
expressed written approval for the following:

2.1.1.3.1.  Publications containing financial aid and other student services
information.

2.1.1.3.2.  College Work-Study matching or continuation of the College Work-
Study Program after regular funds have been exhausted

2.1.1.3.3.  Salaries and related fringe benefits in the financial aid, business
office, grants administration, or student services, which are
necessitated by grants earning overhead receipts. (Supplements to
regular salaries are not permitted.)

2.1.1.3.4.  Supplies and materials for use in either the financial aid office or
business office, grants administration, or student services which are
related to the grants providing the overhead receipts.

2.1.1.3.5. Travel of persons in the financial aid office, student services or
others who are responsible for administration of grants providing
overhead receipts.

2.1.1.3.6. Membership dues or fees paid to financial aid and student services
associations.

2.1.1.3.7.  Service fees paid to billing and collection services.

2.1.1.3.8.  Contractual service which are related to supporting the grants
providing the overhead receipts
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2.1.1.3.9.  Other costs associated with financial statement audits.
2.1.1.3.10. Student financial aid (e.g. scholarships, grants).

2.1.1.3.11. Other purposes related to supporting the grants providing the
indirect cost receipts, upon receipt of written approval of the
NCCCS Chief Financial Officer.

Section 3: Special Provisions

3.1. The fund balance that accumulates from year to year in Overhead Receipts Restricted
will be available for restricted use as described in 2.1.1.3 above.

3.1.1. These amounts are placed in separate reserve accounts.

Legal Citation: NCCCS Accounting Procedures Manual and Reference Guide (Section 1: Fiscal
Procedures, Chapter XV Overhead Receipts)

History: Adopted January 2011; Revised June 2021, February 2025
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3.17 Risk Management

Last Revised: December 2024

Policy: Piedmont Community College (PCC) ensures that College programs, activities, and
policies are administered in a manner that considers the risk of loss or injury.

Purpose/Definitions:
Purpose

The purpose of this policy is to reduce or eliminate technical, financial, and other losses
experienced by PCC.

Definitions

Life safety management—a management plan for the protection and safety of building
occupants in the event of fire or other potentially life-threatening emergencies.

Risk management—policies and practices designed to reduce or eliminate losses experienced
by PCC which typically includes technical, financial, health, and safety matters that are the
concern of every PCC employee. Risk management also includes an ongoing process by which
appropriate administrators:

e identify risks

e evaluate risk potential

e select the best risk management techniques to mitigate or manage the risks without
unduly curtailing or modifying activities necessary to the PCC mission

e monitor and evaluate the results

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.
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Procedure:
Section 1: Risk Management Guidelines

1.1. PCC employees are responsible for ensuring that College programs, activities, and
policies are administered in a manner that considers the risk of loss or injury.

1.2. The Vice President, Administrative Services/CFO; Director, College Safety, Vice
President, Information Technology/CIO, and the Administrative Assistant to the Vice
President, Administrative Services/CFO & Executive Director, PCC Foundation will
assist in sharing documents, requirements, and guidelines with appropriate College
administrators and will lead the monitoring and implementation of risk management
policies and activities.

1.2.1. Staff will work closely with employees, students, parents, and all community
partners to provide a safe and secure educational and work environment.
Programs include, but are not limited to:

1.2.1.1. risk management and loss control

1.2.1.2. health and safety programs and employee safety training
1.2.1.3. emergency response preparedness

1.2.1.4. environmental management

1.2.1.5. life safety management

1.2.1.6. insurance programs

1.2.1.7. Workers’ Compensation administration

1.2.1.8. hazardous materials/waste management

1.2.1.9. motor fleet management

Legal Citation: N/A

History: Effective January 2012; revised November 2021, December 2024
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3.18 Allowance for Doubtful Accounts Receivable

Last Revised: December 2024

Policy: Piedmont Community College (PCC) makes provision for accounts receivable balances
likely to be uncollectible.

Purpose/Definitions:
Purpose

The purpose of this policy is to describe how the allowance for doubtful accounts is determined
and how the collection and accounting of such accounts is managed.

Definitions
Allowance for Doubtful Accounts—a contra current asset object code associated with accounts
receivable. When this allowance object code is used, the College is anticipating that some

accounts will be uncollectible in advance of knowing the specific amount.

Uncollectible account—outstanding accounts receivable balances that are unlikely to be
collected.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President for Administrative Services/CFO has
monitoring authority.

Procedure:
Section 1: Determination of Allowance

1.1. Tuition or other amounts due to PCC are placed in the current year’s Accounts
Receivable for collection and to properly credit the account when it is paid.

1.2. PCC considers outstanding accounts receivable balances that are over one year old at
fiscal yearend to be uncollectible.

1.2.1. The uncollectible amount will be posted as the allowance for doubtful accounts
for financial statement presentation and presented in the “Receivables” note.
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1.2.2. The College will continue to attempt to collect these funds.

Section 2: Collection and Accounting of Doubtful Accounts

2.1. Students will be notified no less than two times, at least 30 days apart, of outstanding

balances due to PCC.

2.1.1. If the account remains unpaid, it is submitted to the North Carolina Department
of Revenue Debt Set-Off Program for collection.

2.2. Uncollected accounts receivables will be transferred to the-allowance for doubtful

accounts code.

2.3. Any payments on the account after it has been moved to allowance for doubtful
accounts will be properly credited to the delinquent account.

Section 3: Consequences of Uncollected Accounts

3.1. If astudent desires to register for classes and owes an amount either on current
Accounts Receivable or the Allowance for Doubtful Accounts, they will not be allowed
to register until such time as the balance due has been addressed.

Legal Citation: N.C.G.S. 105A-5

History: Effective January 2015; Revised November 2021, December 2024
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4.1 Liability Insurance; Tort Actions Against Board of Trustees

Last Revised: November 2023

Policy: The Board of Trustees (BOT) maintains adequate insurance to protect against any and
all liability for any damages by reason of death or injury to persons or property proximately
caused by the negligence or torts of the agents and employees of the College.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure by which liability insurance and tort
actions will be handled by the institution.

Definitions

Tort—a wrongful act or an infringement of a right (other than under contract) leading to a civil
legal liability.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.12.

Legal Citation: N.C.G.S. 115D-58.12

History: Effective January 1988; Reviewed February 2011, April 2011, July 2021, November
2023
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4.2 Fire and Casualty Insurance on Institutional Buildings and Contents

Last Revised: November 2023

Policy: The Board of Trustees (BOT) maintains adequate insurance to safeguard Piedmont
Community College’s (PCC) investment in institutional buildings and their contents.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure for acquiring fire and casualty insurance
on institutional buildings and contents.

Definitions

N/A

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.11.

Legal Citation: N.C.G.S. 58-2-70(d); N.C.G.S. 115D-58.11

History: Effective January 1988; Reviewed February 2011, April 2011, July 2021, November
2023
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4.3 Waiver of Government Immunity from Liability for Negligence of Agents and
Employees of Institutions; Liability Insurance

Last Revised: November 2023

Policy: It is the policy of the Board of Trustees (BOT) of Piedmont Community College (PCC) to
waive its governmental immunity from liability for the death or injury of person or for property
damage caused by the negligence or tort of any agent or employee of the BOT when the agent
or employee is acting within the scope of their authority or the course of their employment.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedure by which the College waives its immunity
from liability by purchase of liability insurance.

Definitions

Governmental Immunity—the various doctrines or statutes that provide federal, state, or local
governments immunity from tort-based claims.

Indemnify—secure against or compensate for harm or loss.

Tort—a wrongful act or an infringement of a right (other than under contract) leading to civil
legal liability.

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:
Section 1: General Provisions

1.1. The College adheres to N.C.G.S. 115D-58.24.

Legal Citation: N.C.G.S. 115D-24; N.C.G.S. 115D-58.12
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History: Effective January 1988; Reviewed February 2011, April 2011, July 2021, November
2023
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4.4 Use of College Facilities

Last Revised: October 2024

Policy: In order to provide for appropriate use of Piedmont Community College (PCC) facilities
and to protect the public investment, institutional facilities, playing fields and equipment are to
be used primarily for the education of degree, diploma, certificate, and continuing education
students. When circumstances allow, the College will cooperate with community, religious,
government, civic, educational organizations, and businesses in making available the use of its
facilities.

Purpose/Definitions:
Purpose

The purpose of this policy is to outline the procedures by which college facilities will be made
available to the public.

Definitions
Pandemic—an outbreak of a disease that occurs over a wide geographic area and affects an

exceptionally high proportion of the population. (Pandemic. (n.d.). In Merriam-Webster.com
dictionary. Retrieved from https://www.merriam-webster.com/dictionary/pandemic )

State of Emergency—a declaration made by the governor, local mayor, governing body of a
municipality, county, chair of the board of county commissioners or the General Assembly.
Declarations generally include a description of the geographical area covered and can include
lists of prohibitions and restrictions on certain activities to promote public safety. (2020, March
15). Retrieved from https://www.ncdps.gov/blog/2018/12/14/what-does-state-emergency-

actually-mean

Approval Authority/Monitoring Authority: Piedmont Community College’s Board of Trustees
has approval authority for this policy. The Vice President, Administrative Services/CFO has
monitoring authority for this policy.

Procedure:

Section 1: General Provisions
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1.1. College facilities (classrooms, shops, laboratories, or playing fields) are to be used
primarily by PCC individuals (students, faculty, or staff) for instructional purposes.
Exceptions include:

1.1.1. Uses associated with the Businesses Manufacturing Accelerator.

1.1.2. Instructional Live Works Projects. (See PCC Policy 6.37 Instructional Live Works
Projects)

1.2. Only pre-approved equipment may be used for educational purposes for civic clubs,
church groups, and other similar organizations.

1.2.1. Appropriate college personnel may be present when college equipment is in use.

1.2.2. Use of personal and/or commercial appliances must be approved by the
Director, Facility Services.

1.2.2.1. College personnel must complete the Request for Facility Usage Form (see
Exhibit 4.4A) and submit it for approval to the Director, Facility Services.

Section 2: Facility Requests
2.1. To request use of a campus facility, contact the College’s switchboard operator to be
directed to the Administrative Services Technician or appropriate scheduling

personnel.

2.2. The person requesting facility use will be responsible for completing a Request for
Facility Usage Form (see Exhibit 4.4A).

2.3. Institutional activities and usage requests made by currently registered students or
currently employed staff and faculty for class activities and make up schedules will

receive priority.

2.4. Outside use of the property or facilities will not be scheduled so as to interfere with
the operations of the College, its programs, or activities.

2.5. Outside use of the property will not be in competition with curriculum or continuing
education offerings of the College.

Section 3: Responsibilities of User

3.1. The requestor must check in with College Safety upon arrival and again before
departure by calling (336) 504-9243.
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3.1.1. College safety will complete a checklist at the conclusion of the event to note the

condition of facility and any instances of non-compliance with the usage
agreement.

3.1.2. The checklist is returned to the Administrative Services Technician.

3.2. An adult member of the group/organization must be designated to accept

responsibility for care of the facility and equipment and for the conduct of the group
using the facility.

3.2.1. If the activity involves minors, additional adult supervision must be provided at a
ratio of one adult for every 10 minors.

3.3. The facility must be returned to its original condition and left in a neat and orderly
condition by the user.

3.4. Per PCC Policy 2.29 Tobacco-Free Campus, the use of tobacco products is prohibited
“on any college property and in any college building, facility, or vehicle.”

3.4.1. Tobacco products include cigarettes, cigars, cigarillos, blunts, pipes, bidis,
hookahs, chewing tobacco, dip, smokeless tobacco, snuff, vapes, or any other

items containing tobacco products or reasonably resembling tobacco or tobacco
products, including electronic cigarettes.

3.4.2. Tobacco use includes smoking, chewing, dipping, or any other use of tobacco
products.

3.5. College property will be used in a careful and prudent manner so as to prevent any
loss, defacement, or damage.

3.5.1. The facilities will be used in an orderly manner and discipline must be
maintained in accordance with the Student Code of Conduct (which can be
obtained by contacting the Office of Student Development or visiting the
College’s Website; see PCC Policy 7.5 Code of Conduct).

Section 4: Liabilities Assumed by User
4.1. A Hold Harmless Agreement (see Exhibit 4.4B) should be signed to indicate
acknowledgement of personal responsibility during the event and absolution of

liability to the College in the event of accident or serious injury.

4.1.1. The completed Hold Harmless Agreement shall be returned to the Administrative
Services Technician prior to the scheduled event.
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Users will assume all liability for any loss or damage to college equipment and
facilities.

Users will also be responsible for all claims for damage to the person or property of
others that may arise out of use of college facilities.

Section 5: Prohibited Activities

5.1. Commercial use of college facilities is strictly prohibited.

Concessions, to include food trucks or other items, may be sold on college property
only with the approval of the Vice President, Administrative Services/CFO or designee.
See Exhibit 4.4C Food Truck Approval Checklist for more information.

5.2. Use or possession of alcoholic beverages, controlled substances, intoxicants of any
kind, prohibited except as noted in PCC Policy 2.12 Drug-Free College and Substance
Abuse.

5.3. College equipment will not be moved within the facilities, nor will any items be affixed
to college property.

5.4. Use of inflatable interactive play centers is strictly prohibited on the grounds or inside
any building.

5.4.1. All other amusement devices must be approved by the Director, Facility Services.
Section 6: Reservation Limitations

6.1. Reservations are limited to current hours of operation.

6.2. Facilities may not be reserved more than one year in advance.

6.3. The College, acting through the Vice President, Administrative Services/CFO, has the
right to refuse or cancel requests for facility use based upon past or present, actual or
threatened, violations of these guidelines or any applicable local, state, or federal law
or regulation.

6.4. The College reserves the right to refuse use of the facilities if the planned activity is

not in the best interest of the College, or if the activity is inappropriate for the
facilities.

6.4.1. The Director, Facility Services has the right to impose additional conditions for
the use of the facilities, which are consistent with the best interests of 