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HISTORY 

 

Snead State Community College has a history rich in tradition.  The school originated in 1898 

when the Boaz Seminary was authorized by the Methodist Episcopal Church.  The E.B.L. Elder 

family arrived in Boaz in June of 1899 and opened the seminary in their home in July of that 

year with an enrollment of 70 pupils.  The Boaz Seminary grew rapidly, and in 1906 its name 

was changed to John H. Snead Seminary in honor of Mr. Snead, a Boaz businessman and friend 

of education, who contributed land, money, and leadership to the seminary.  John H. Snead 

Seminary remained one of Alabama’s strong secondary schools for almost a fourth of a century 

and graduated more than 1200 young men and women. 

 

In the fall of 1935, Snead College was duly chartered by the State of Alabama and began 

operation as a junior college under the supervision of the North Alabama Conference of the 

Methodist Church with Dr. Conway Boatman as its first President.  Snead College was 

accredited by the Southern Association of Colleges and Schools in 1941. 

 

After thirty-two years, Snead College in 1967 became a part of the Alabama State Junior College 

System under the control of the Alabama State Board of Education.  The name was changed to 

Snead State Junior College. 

 

In May, 1992, the State Board of Education authorized Snead State Junior College to become 

Snead State Community College. 

 

In January, 2008, Dr. Robert J. Exley became the 17th President of Snead State Community 

College.  

 

In 2015, Snead State Community College was placed under the control of the Alabama Community 

College System Board of Trustees. 

 

 

 

MISSION 

 

Snead State Community College, a member of the Alabama Community College System, is 

dedicated to excellence in meeting the educational needs of those we serve through the 

completion of degree and certificate programs, workforce development, and community 

engagement. 
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ALABAMA COMMUNITY COLLEGE SYSTEM BOARD OF TRUSTEES 

 

The Alabama Community College System Board of Trustees plays a critical role in the education 

of hundreds of thousands of adults each year.  The members of the Board of Trustees serve as 

guardians for the Alabama Community College System’s missions and goals with the Governor 

serving as chair of the Board by virtue of elected office.  The other board members are appointed 

from eight districts, with one statewide member and an ex-officio liaison from the State Board of 

Education. 

 

GOVERNOR KAY IVEY 

President of the Board 

 

CHANCELLOR JIMMY BAKER 

Executive Officer 

 

District 1, Mr. Al Thompson, Chairman..…………………………………………......Bay Minette 

District 2, Mr. John Mitchell………………………………………………….……...… Enterprise 

District 3, Ms. Susan Foy………………………………………………..…….…...Alexander City 

District 4, Mr. Matthew Woods…………………….…………………….……...…………..Jasper 

District 5, Ms. Crystal Brown...………………………………………….……………..….Decatur 

District 6, Mr. Milton A. Davis, Vice Chairman………………….…….………….…Birmingham 

District 7, Mr. Chuck Smith……………………….........................................................Demopolis 

Member-At-Large, Mr. Blake McAnally…………………………………………..………Decatur 

Ex-officio Member, State Board of Education, Jeffrey Newman……………………....…Millport 

 

 

CHANCELLOR 

 

The Chancellor is appointed by the Alabama Community College System Board of Trustees and 

serves at the pleasure of the Board of Trustees.  The Chancellor acts as executive officer of the 

Board of Trustees for all matters relating to postsecondary institutions under the control of the 

Board of Trustees.  The Chancellor is responsible to the ACCS Board of Trustees for the 

operation, management, control, supervision, maintenance, regulation, improvement, and 

enlargement of the Alabama Community College System. 

 

 

SNEAD STATE COMMUNITY COLLEGE ADVISORY BOARD 

 

The Snead State Advisory Board consists of community leaders whose purpose is to serve and 

promote the best interests of the College. The Advisory Board serves as an advocate of the 

College and is a critical part of the Strategic Planning process. 

 

Advisory Board members include Scott Bobo, Mark Brickey, Tammy Davis, Jeremy Hays, Joan 

Noel, Andrea Oliver, Dianne Prestridge, and Gregory Price. 

 



Page | 3  
 

SNEAD STATE COMMUNITY COLLEGE FOUNDATION BOARD 

The Foundation Board consists of citizens of the College community. Members are nominated 

by the President for confirmation by the Foundation Board. The purpose of the Foundation 

Board is to raise funds for providing assistance to initiatives that support the College’s effort to 

achieve excellence in education. 

Foundation Board members include Claudette DeMuth, Dr. Bobbie Glassco, Jack Hancock, 

Mary Wells Malone, Frank McDaniel, Senator Clay Scofield, Bob Weathers and Shane Wilks.  

Ex officio members by virtue of their offices at the College include Dr. Robert Exley, Jason 

Cannon, Shelley Smith, Joe Whitmore and Kelli Conley. 
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POLICY 401.01: Equal Employment Opportunity 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Civil Rights Act of 1964, as amended in 1972 and 1991; Title VI; Title VII; 

Executive Order 11246, 1965, amended by Executive Order 11375; Equal 

Opportunity Act of 1972; Title VII Education Amendments of 1972; Title 

IX (P.L. 92-318) 45 CFR, Parts 81, 86 (Federal Register, June 4, 1975, 

August 11, 1975); Section 504 of the Rehabilitation Act of 1973 (Federal 

Register, May 4, 1997); Pregnancy Discrimination Act of 1978; 

Americans With Disabilities Act of 1990. (GAAA) 

CROSS REFERENCE:  ACCS Board Policy 601.01 
 

 

Snead State Community College and the ACCS Board of Trustees are equal opportunity 

employers. It is their policy to provide equal opportunity for employment and advancement to all 

applicants and employees as required by appropriate federal and state law. 
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POLICY 401.02: Disability Services 

EFFECTIVE:  02-15-2012 

SUPERSEDES:   

SOURCE:  Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities 

Act of 1990 

 

CROSS REFERENCE:   

 

Snead State Community College is committed to providing programs and services accessible to 

students with disabilities. The Alabama Community College System provides environmental and 

programmatic access for persons with documented disabilities as defined in Section 504 of the 

Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. Contact the Director 

of Student Support Services & Engagement for more detailed information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.section508.gov/index.cfm?FuseAction=Content&ID=15
http://www.section508.gov/index.cfm?FuseAction=Content&ID=15
http://www.eeoc.gov/policy/ada.html
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POLICY 401.03:  Nondiscrimination 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

CROSS REFERENCE:  ACCS Board Policy 601.02 

No employee or applicant for employment or promotion shall be discriminated against on the 

basis of any impermissible criterion or characteristic including, without limitation, race, color, 

national origin, religion, marital status, disability, sex, age or any other protected class as defined 

by federal and state law. 
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POLICY 401.04:  Form I-9 and E-Verify 

EFFECTIVE:  01-03-2012 

SUPERSEDES:   

SOURCE:  Local Policy 

CROSS REFERENCE:   

The purpose of the Form I-9 and E-Verify policy is to ensure compliance with the Immigration 

Reform and Control Act of 1986, the Beason-Hammon Alabama Taxpayer and Citizens 

Protection Act (ACT 2011-535) signed by Governor Robert Bentley on June 9, 2011, and any 

state and federal law requiring that all employees of Snead State Community College are 

authorized to work. 

1. Snead State Community College will complete and retain a Form I-9, Employment 

Eligibility Verification for each individual hired for employment, including citizens and 

noncitizens.   

2. Snead State Community College will submit an E-Verify query for each individual hired 

for employment. 

3. Snead State community College will comply with E-Verify guidelines and procedures.    

4. Snead State Community College will not discriminate or use E-Verify selectively, but 

will verify all new employees regardless of national origin, citizenship, or immigration 

status. 

This policy applies to all new hires and rehires with an employment start date on or after January 

1, 2012. 

Responsibility for the implementation and administration of this policy rests with the Director of 

Human Resources. 

Procedures: 

1. All new hires and rehires will complete Form I-9, Employment Eligibility Verification 

and provide documentation to support employment eligibility within three business days 

of the date employment begins in person at the Boaz campus. 

2. Human Resources will verify the documents the employee provides in Section 2 of Form 

I-9. 

3. Human Resources will submit the employee’s information provided on Form I-9 to E-

Verify. 

4. E-Verify will compare information entered by Human Resources to data the U.S. 

Department of Homeland Security and Social Security Administration records to confirm 

employment eligibility. 
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5. Any case results involving an employee will be discussed between the employee and the 

Director of Human Resources/Senior Personnel Officer only, in private.                                                   

Current employees hired on or before December 31, 2011 are excluded from the provisions of 

this policy. 

Any questions concerning this policy will be interpreted by the Director of Human Resources. 
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POLICY 401.05:  Harassment  

EFFECTIVE:  11-10-2020 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4; Title VII of the Civil Rights Act of 1964; Title IX of 

the Education Amendments of 1972  

CROSS REFERENCE:  ACCS Board Policy 601.04 

1. Snead State Community College is committed to providing both employment and 

educational environments free of harassment in any form. Employees shall adhere to the 

highest ethical standards and professionalism and refrain from any form of harassment. 

Both employees and students shall strive to promote an environment that fosters personal 

integrity where the worth and dignity of each human being is respected. Any practice or 

behavior that constitutes harassment shall not be tolerated. 

2. Harassment can be defined as but is not limited to: 

• Disturbing conduct which  is repetitive; 

• Threatening conduct; 

• Intimidating  conduct; 

• Inappropriate or offensive slurs, jokes, language, or other verbal, graphic, 

or other like conduct; 

• Unwelcome sexual advances, requests for sexual favors, or sexual based offenses; 

• Assault; 

• Repeated contact solicited during non-traditional business hours which may be 

perceived as harassment by recipient unless it is specifically associated with 

work related duties. 

3. Employees and students who are found in violation of this policy shall be disciplined 

as deemed appropriate by the investigating authority. 

4. Harassment of employees or students by non-employees is also a violation of this policy. 

5. This policy encourages faculty, students, and employees who believe that they have been 

the victims of harassment to contact the Title IX Coordinator, Human Resources 

Director/Coordinator or President at the institution within ten days of when the alleged 

incident occurred. Any reprisals shall be reported immediately to the Title IX Coordinator, 

Human Resources Director/Coordinator or President. Any employee or student who 

becomes aware of any harassment shall report the incident to the Title IX Coordinator, 

Human Resources Director/Coordinator or President. Failure to act, which includes initial 

investigation, shall be deemed in direct violation of this policy. 

6. This policy shall be distributed, communicated, and implemented in a manner which 

provides all interested parties the opportunity to be informed of this policy. A system-wide 
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educational program shall be utilized to assist all members of the community to understand, 

prevent and combat harassment. Each community and technical college is required to 

provide annual training related to harassment, including sexual harassment. 

7. Complaints or Reports concerning sexual harassment should be made, processed and 

addressed under Policy 420.03 – Sexual Harassment Complaint Procedures. 
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POLICY 402.01:  Appointment of Local Administrative Staff 

EFFECTIVE:  12-14-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  State Board of Education Resolution; Code of Alabama 16-60-111.4; 16-60-111.7 

CROSS REFERENCE:  ACCS Board Policy 204.01 

The President is authorized to appoint all faculty and staff at the local level. The President is 

directed to obtain prior approval from the Chancellor for all dean-level administrators or vice 

presidents whom the President intends to appoint at the institution.  The President shall provide 

the Chancellor with the name and the curriculum vitae of all dean-level administrators or vice 

presidents whom the President intends to appoint at the institution.   
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POLICY 402.02:  Posting and Hiring 

EFFECTIVE:  11-10-2020 

SUPERSEDES: College Handbook, Revised November 2006; Policy 602.02 issued 4-13-16 & 

04-10-2019 

SOURCE:  Code of Alabama 16-60-111.4; 16-60-111.7; 16-22-15 

CROSS REFERENCE: ACCS Board Policy 602.02  

 

I. Posting:  The President of each institution shall post notices for all personnel vacancies, 
full-time and part-time, temporary, and non-temporary, for all salary schedules, except 
those for President.  

 

All vacancy notices shall be posted on the institution’s website for a minimum of seven   

(7) days before the position is filled, and a minimum of fourteen (14) days when the 

vacancy is supervisory, managerial, or newly created. 

 

II. Notice of Vacancy: The vacancy notice shall include, but is not limited to, the following: 

 

A.  Job description; 

B.  Title;  

C. Required qualifications; 

D. Salary schedule; 

E. Amount of Pay; 

F. Information on where to submit an application; 

G. Information on any deadlines for applying;  

H. A contact telephone number for questions; 

I. Any other relevant information. 

 

III. Internal Posting:  Internal postings are permitted to fill a current institutional position 

with a current institutional employee.  These notices must be posted in accordance with 

Section I before the position is to be filled.  

 

IV. Continuous Posting:  For adjunct instructors, clinical instructors, tutors, and part-time, 

on-call, or hourly employees only, a continuous vacancy notice may be posted on the 

institution’s website and may state “open until filled.”  However, if a continuous 

vacancy notice has not been posted at least 7 days prior to hiring, these positions must 

be posted in accordance with Section I. 

 

V. Temporary/Interim Positions: Temporary/interim positions may be selected at the 

discretion of the President but must be for a duration for one year or less. No extension 

beyond one year may be granted without the written approval of the Chancellor. Notices 

for temporary/interim positions must be posted in accordance with Section I. 
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VI. Hiring:  The President is responsible for all searches and documentation thereof and 

retains all hiring authority for positions at the college, except the Presidency. 

 

VII. Transfers or Reorganizations:  Transfers or Reorganizations of existing personnel are not 

intended to be covered under this Policy.    
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POLICY 402.03:  Assignment 

 

EFFECTIVE:  04-13-2016 

 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Code of Alabama 16-60-111.4 

 

CROSS REFERENCE:  ACCS Board Policy 602.03 

The President or designee may assign employees to temporary assignments which require them 

to be absent from their regular duties. 

 

Employees on temporary assignment will receive their regular salary and may be allowed 

remuneration for their expenses in accordance with institution and Board of Trustee policy. 

Temporary assignments may not be made for the purpose of earning college credit. 
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POLICY 402.04:  Internal Employee Transfers 

 

EFFECTIVE:  01-10-2018 

 

SUPERSEDES:  Uniform Guidelines: Procedures for Transfers 

 

SOURCE:  Code of Alabama 16-24C-7 

 

CROSS REFERENCE:  ACCS Board Policy 602.04 

 

The President is responsible for all internal College transfers and is responsible for complying 

with Alabama’s Students First Act found at Alabama Code 16-24C-7.  The President has the 

authority to transfer or reassign any employee, at any time, as the needs of the college require, to 

any position or work location within the college, which the employee is qualified.  Transfers are 

appropriate as permitted under the Students First Act or when moving an existing college 

employee to a previously-existing college position.  Internal posting rules are appropriate and 

may be used for transfers. Notice must be provided to affected employees as stated in the 

Students First Act. 
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POLICY 402.05:  Reorganizations 

 

EFFECTIVE:  01-10-2018 

 

SUPERSEDES:  Uniform Guidelines:  Procedures for Reorganizations 

 

SOURCE:  Code of Alabama 16-60-111.4; 16-60-111.7 

 

CROSS REFERENCE:  ACCS Board Policy 602.05 

 

Reorganizations are modifications to positions that both currently exist at the institution and have 

been filled previously through a regular search process.  Reorganizations may involve shifting 

duties that currently exist within positions at the College or adding new duties to a current 

position at the College.  The reorganization may include changes of title, salary schedule 

placement, job duties, or level of responsibility, but it cannot create a fundamentally new 

position or an entirely new set of duties or responsibilities.   

 

Reorganizations require written approval of the Chancellor before implementation, including any 

changes to salaries. 
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POLICY 403.01:  Offers of Employment 

 

EFFECTIVE:  04-13-2016 

 

SUPERSEDES:  College Handbook, Revised November 2006 

 

SOURCE:  Code of Alabama 16-60-111.4; 16-60-111.7 

 

CROSS REFERENCE:  ACCS Board Policy 603.01 

 

The President may offer employment for one semester, two semesters, a summer term, or a full 

calendar year as appropriate to librarians, counselors, and instructors, and other employees 

provided there is sufficient enrollment and funds are available. 
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POLICY 403.02: Contracts: Summer Employment of Salary Schedule D Employees 

 

EFFECTIVE:  08-09-2017; 01-16-2019 

 

SUPERSEDES:  College Handbook, Revised November 2006 

 

SOURCE:  ACT #2015-125; Local Policy 

 

CROSS REFERENCE:  ACCS Board Policy 603.02 

 

Per ACCS Board Policy 603.02, a full-time Schedule D employee who is employed by virtue of 

an academic year letter-of-appointment (fall and spring semesters) shall have first option (over 

part-time or temporary employees) for employment in the summer term provided that:  

• there is sufficient student enrollment  

• there is sufficient funding available  

• the employee is qualified to provide the service scheduled  

• the employee meets the criteria of the institution’s local summer employment policy 

• instructors may be given priority for summer teaching only in courses taught by the 

employee in the most recent fall and/or spring semesters. 

Summer teaching assignments may be based on faculty seniority (years of service) with 

exceptions to be approved by the Vice President for Academic Affairs. No full-time faculty 

member (9-month), regardless of years of service, is guaranteed summer employment.   

Sufficient student enrollment is defined as a minimum of eight (8) students per course section.  

Specific courses where student demand or special circumstances have been documented and 

approved by the Vice President for Academic Affairs may be offered with less than 8 students 

enrolled.  

A full summer teaching load is defined as three academic course sections for 4-hour course 

sections and four academic course sections for 3-hour course sections for a minimum of 11 credit 

hours and a maximum of 13 credit hours.  The number of virtual office hours will be determined 

by the number of credit hours taught.  For example – 11 credit hours taught will equal 11 virtual 

office hours per week. 

The target credit hour production per instructor is 192 hours. Initial online course maximums for 

summer classes may be increased at the discretion of the administration based on feedback from 

Division Directors. 
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Instructors teaching 3 hour course sections for a minimum of 12 credit hours: 

TEACHING LOAD ACCS POLICY (608.01) SSCC POLICY 

OFFICE HOURS   OFFICE HOURS 

PER WEEK   PER WEEK 

     

Full-Time (four 3 credit hour classes)       35          23 (12 virtual office hours) 

3/4 time (three 3 credit hour classes)        26          17 (9 virtual office hours) 

1/2 time (two 3 credit hour classes)        18                 12 (6 virtual office hours) 

1/4 time (one 3 credit hour class)          9              6 (3 virtual office hours) 

Instructors teaching 4 hour course sections for a minimum of 12 credit hours:  

Full-time (three 4 credit hour classes)        35                     23 (12 virtual office 

hours) 

2/3 time (two 4 credit hour classes)         24          16 (8 virtual office hours) 

1/3 time (one 4 credit hour class)         12              8 (4 virtual office hours) 

Other options to the above schedule will be dealt with on an individual basis.  For example, a 

faculty member who has 2- 4 hour classes 1 – 3 hour class  

 2/3 time (two 4 credit hour classes) 24 hours per week 8 virtual office hours 

+ 1/4 time (one 3 credit hour class)   9 hours per week 3 virtual office hours  

      35 hours per week 11 virtual office hours 

Faculty members will be required to maintain consistently scheduled office hours each week 

during the 10 week summer term to be available for student advising and other meetings as needed.  

The office hours for the 10 week summer term are based on the percentage of the faculty load no 

matter if courses are taught during mini terms or full-term.  No faculty member will be allowed to 

schedule office hours only during Mini I or only during Mini II.   

Divisions will need to be covered Monday through Friday of each week.  If a faculty member is 

the only one scheduled in the Division for the day and has to be out, the Division Director is 

responsible for finding a replacement for that day and notifying the Academic Affairs Office of 

that change.  The Academic Affairs Office will notify Student Services of any changes. 
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POLICY 406.01:  Compensation for Alabama Community College System Personnel 

EFFECTIVE:  07-11-2018 

SUPERSEDES:  College Handbook, Revised November 2006; State Board of Education 

Resolutions 606.01 issued 03-24-05; 12-08-94; 08-28-86 

 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 606.01 

 

With the exception of college presidents, personnel employed at Snead State Community 

College shall be paid according to salary schedules adopted by the Alabama Community College 

System Board of Trustees and from local salary schedules adopted by the College.  
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POLICY 406.03:  Salary Schedule Exceptions 

EFFECTIVE:  06-12-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 606.03 

 

All salary schedule exceptions must be approved by the Chancellor. 
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POLICY 406.04:  Placement of Current Salary Schedules 

EFFECTIVE:  06-12-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:   ACCS Board Policy 606.04 

 

Current year salary schedules adopted by the Alabama Community College System Board of 

Trustees and local salary schedules adopted by the college are accessible on the college’s 

website.  
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POLICY 406.05:  Supplements or Extra Duty Pay 

EFFECTIVE:  04-10-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 606.05 

 

The President may designate supplements as established in the Board of Trustee’s approved 

salary schedules for extra duty pay. 

 

The President may designate additional supplements based on unique and compelling 

circumstances, subject to the Chancellor’s written approval.  Additional supplements awarded 

without prior written approval from the Chancellor will be deemed invalid and subject to return. 
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POLICY 406.08:  Emergency Shelter Duty and Pay Provision 

EFFECTIVE:  04-10-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 606.08 

 

The Governor of Alabama will initially direct the emergency call for shelters and the Chancellor 

will dispense a directive to the select college Presidents to open an emergency shelter. 

 

The President or President’s designee may assign employees to assist in managing and 

maintaining college facilities when such facilities are activated to provide shelter to disaster 

evacuees in accordance with applicable Federal Emergency Management Agency and Alabama 

Department of Emergency Management shelter regulations. 

 

Employees assigned to emergency shelter duty shall, upon certification by the President, be paid: 

 

• For non-exempt employees, the normal rate of pay up to 40 hours in the workweek and 

non-exempt employees shall be paid 1.5 times the normal rate of pay for time physically 

worked over 40 hours during the workweek when assigned to duty at an emergency 

shelter. 

• For exempt employees, the normal rate of pay up to 45 hours during the workweek, and 

exempt employees (except Presidents and those on Salary Schedule B) shall be awarded 

hour for hour compensatory time for physically working over 45 hours during the 

workweek when assigned to duty at an emergency shelter. 
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POLICY 406.09:  Salary Schedules 

EFFECTIVE:  06-12-2019 

SUPERSEDES: College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy606.09 

 

The Chancellor shall submit to the Alabama Community College System Board of Trustees an 

annual salary schedule for Alabama Community College System institutions.  
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POLICY 408.01:  Instructor Load and Hours 

EFFECTIVE:  04-10-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Act 2015-125 

CROSS REFERENCE:  ACCS Board Policy 608.01 

 

The President is authorized to approve instructor load and hours for faculty.  The President has 

the flexibility to use credit hours or contact hours in calculating instructor loads. The President 

may also use a combination of credit hours and contact hours so long as the appropriate 

equivalence is maintained. 

 

The number of preparations, the number of students taught, total credit hours produced, 

complexity of grading required, and the number of direct contact hours should be considered in 

determining instructor loads. 

 

No distinction is made between day, extended day, weekend, evening, method of delivery, and 

off-campus programs.  Personnel will be employed to provide education for those enrolled, 

regardless of the day and time of day, or campus/teaching location. 

 

Each full-time academic instructor at Snead State Community College shall teach 15 to 16 credit 

hours per term or the equivalent for the academic year, fall and spring semesters. In using the 

contact hour method of calculation, no single faculty member shall have a direct student contact 

hour assignment that is less than 24 hours or exceeds 30 hours per week. Full-time faculty 

members must work a minimum of 35 hours per week. 

 

When a faculty member’s teaching load reaches the threshold of 15 credit hours or the equivalent, 

he/she will be considered full-time and entitled to a full-time salary. Pursuant to ACCS Board of 

Trustees Policy 608.03, any instructional load of more than 15-16 credit hours or more than 30 

contact hours constitutes an overload and must be approved by the President. Faculty members 

with an instructional load exceeding 16 credit hours or 30 contact hours shall be paid on the 

college’s adjunct salary schedule for overload assignments. 

 

There is a distinction made between summer term and any other term of the academic year. A full-

time teaching load during the summer term is 12-13 credit hours or the equivalent. Using the 

contact hour calculation for summer term, a full-time faculty member should not exceed 30 direct 

student contact hours per week. 
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POLICY 408.02:  Work Schedules, Duty Days, and Holidays 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Code of Alabama 16-60-111.4; 16-60-111.7 

CROSS REFERENCE:  ACCS Board Policy 201.01; 608.02; 723.01 

 

Snead State Community College will operate on the semester system. 

 

The College operates at least forty (40) hours per week.  The President has the authority to 

determine work schedules and work days for all employees of the college. 

 
1. Employees shall be allowed the following official holidays on which days the college 

shall be closed: 
 

New Year's· Day 
Martin Luther King/Robert E. Lee Birthday  
National Memorial Day 
Independence Day  
Labor Day 

          Veterans Day  
Thanksgiving Day 
Day after Thanksgiving Day  
Christmas Eve 
Christmas Day 
 

2. In addition, the President shal l  designate five other days on which the college will be 

closed in the official, approved calendar of the college. 
 

3. The normal work week for full-time, non-instructional personnel i s  a t least forty (40) 

hours, exclusive of lunch. Days that the college is officially open are duty days for full 

time, non-instructional employees. 

 

4. The normal work week of a full-time Schedule D employee (instructor, librarian, or 

counselor) is a minimum of 35 clock hours, exclusive of lunch and other regularly 

scheduled breaks. Schedule D employees can be required to work more than the 

minimum. This does not mean that each instructor is to be on duty seven hours per day, 

but it does mean that each instructor is to have a regular schedule of instruction, office 

hours, advising, planning, and institutional duties. 

 

5. Full-time instructors, librarians, and counselors employed on an academic year           

contract (fall and spring semesters) shall work the equivalent of 175 days or 1225 

hours; 156 of which must be instructional days (78 for fall and 78 for spring). 



Page | 28  
 

Full-time instructors, librarians, and counselors employed on a twelve-month 

contract shall work the equivalent of 229 days or 1603 hours.  Those employed 

full-time for the summer shall work the equivalent of 54 days or 378 hours; 50 of 

which must be instructional days. 

6. The instructional calendar shall include registration, final examination days, 

drop/add, and holidays. 

 

7.  The fall semester will include two days for statewide professional development. A 

             minimum of two local professional development days are required for the year. 

 

8. The fall semester must begin in August and end in December. Spring semesters   

must begin in January and end in May. 

 

9. Days that the College is officially open are duty days for all full-time non-

instructional personnel. 
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POLICY 408.03:  Instructor Overload 

EFFECTIVE:  11-13-2017; 10-14-2020 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Act 2015-125; Local Policy 

CROSS REFERENCE:  ACCS Board Policy 608.03 

 

The president is authorized to approve overloads for faculty.   

 

1. A full-time instructor may be employed to teach a(n) overload(s) per term for pay.  The 

overload course(s) must be taught outside the normal work week of the instructor, and the pay 

must be at the prevailing part-time salary rate at the employing institution. 

 

2. No full-time faculty member can be required to teach a(n) overload(s). Overloads will be at 

the discretion of the President, based on faculty desire, preparations required, non-

instructional duties, and other considerations. 

 

Full-time faculty members may request to teach one overload course and may be asked to teach 

a second overload course with approval from the Division Director, Vice President for Academic 

Affairs and President. 

1.   Full-time instructors who choose to teach an overload will be expected to work 3 

additional office hours per week. 

 

2.     Double overload courses will only be approved under extenuating circumstances. 

Division Directors will submit in writing a request for a double overload and provide the 

rationale for and the justification that there is no other staffing option to the Vice 

President for Academic Affairs. The President will be the final approving authority for 

double overloads. Full-time instructors who are asked and agree to teach a double 

overload will be expected to work 3 additional office hours per week. 

 

3.    Full-time instructors who teach one or more online courses as part of their total course 

load (regular load plus any overload course) may request up to six (6) hours per week of 

“virtual office hours” to monitor those courses and MUST submit the Virtual Hours 

Request form through their division director and the Vice President for Academic Affairs 

for final approval by the President. The form MUST include an outline of when virtual 

office hours will be conducted. 
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POLICY 408.04:  Academic Advising, Tutoring, and Conferences with Students 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Local Policy 

CROSS REFERENCE:   

 

Academic advising, tutoring, and conferences with students should be provided for in each 

instructor’s daily work schedule.  Each instructor will publish times that students may come for 

academic advising, tutoring, or counseling.  Under no circumstances should private tutoring for 

fee or other remuneration be given students assigned to an instructor. 
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POLICY 408.05:  Faculty Office Hours for Online Courses 

EFFECTIVE:  01-02-2015 

SUPERSEDES:  None 

SOURCE:  Local Policy 

CROSS REFERENCE:   

 

1. Full-time instructors who teach online courses as part of their normal course load may 

request up to three (3) hours per week off-campus for the purpose of holding “virtual 

office hours” to monitor those courses. 

2. The purpose of virtual office hours is to conduct activities that cannot reasonably be done 

during the standard work day. 

3. Requests for virtual office hours must be made in writing to the instructor’s supervisor.  

Requests must be approved by the supervisor and the Vice President for Academic 

Affairs.  
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POLICY 409.01:  Personnel Absences 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Local Policy 

CROSS REFERENCE:   

 

Planned absences from the job, such as annual leave, personal leave, military leave, and court 

attendance, must be requested and approved prior to the occurrence of the absence.  Sick leave 

should be requested in advance whenever possible.  Since illness of staff or their immediate 

families can seldom be anticipated, sick leave should be requested the day the employee returns 

to work.  However, it is expected that each person absent due to an unanticipated illness or 

emergency will notify the immediate supervisor and/or appropriate administrative office in 

advance.  Failure to obtain prior approval for an anticipated absence or to report an unanticipated 

sickness or emergency absence before the start of the work day may result in the salary being 

reduced for the unauthorized absence.  The salary will also be reduced accordingly if the 

employee has no earned leave days.  The employee is responsible for monitoring the amount of 

his/her available leave.  Any employee who is absent from work for three (3) consecutive 

workdays without approval shall be considered to have abandoned the position and to have 

resigned from the College. 
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POLICY 410.01:  Leaves with Pay 

EFFECTIVE:  04-10-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Code of Alabama 16-1-18.1; 16-8-26, Act 97-444 

CROSS REFERENCE:  ACCS Board Policy 610.01 

 

1.  General Rules. 

1.1 Requests for leave are to be made via the established procedures at the college or entity.  

 

1.2 The immediate supervisors are responsible for assuring that leave approvals in their areas 

of responsibility are reported timely and accurately.  

 

1.3 All employees engaged in outside employment or other activities during their normal 

work hours must use accrued compensatory time or request personal, annual, or unpaid 

leave. 

 

1.4 In the event of an emergency where the employee is unable to complete the college's 

standard procedures for requesting leave, the employee must immediately contact the 

immediate supervisor or the appropriate supervisory chain of command to request that 

his/her leave be used. During periods of incapacitation, a designee, to include an 

immediate family member or a person having unusually strong personal ties to the 

employee, may request leave on the employee's behalf. 

 

1.5 Employees who are in an approved leave status with pay are eligible to continue to receive 

benefits and leave accruals.  

 

1.6 Any accrued leave, excluding compensatory time, must be used concurrently with FMLA 

leave. All accrued leave, excluding compensatory time, must be exhausted before an 

employee is entitled to unpaid FMLA leave. 

 

1.7 A leave year for earning, accrual, and use of leave by employees is September 1 

through August 31. Leave accrual rate changes will only take effect with the 

beginning of the new leave year, September 1. 

2.  Annual Leave 

  2.1 Earned annual leave may be taken at appropriate times as approved in advance by 
the appropriate supervisory chain of command. Annual leave shall be requested and 
approved prior to its occurrence.  Annual leave may be denied if it is not timely 
requested or hampers the routine operations of the college.   
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2.2 Employees eligible to accrue annual leave are those compensated from Salary 
Schedules A, B, C, E, and H (prorated). Employees compensated from Salary Schedule 
H shall receive annual leave under the same terms and conditions as other eligible 
employees, except a "day" of annual leave shall be as follows: four (4) hours for 
employees compensated from Schedule H-20, five (5) hours for employees 
compensated from Schedule H-25, six (6) hours for employees compensated from 
Schedule H-30, and seven (7) hours for employees compensated from Schedule H-35.   

2.3  Annual Leave is earned based on years of service at the current employing entity:  

0-4  1.00 day per month, equivalent to 8 hours 

5-9  1.25 days per month, equivalent to 10 hours 

10-14  1.50 days per month, equivalent to 12 hours 

15-19  1.75 days per month, equivalent to 14 hours 

20-above 2.00 days per month, equivalent to 16 hours 

 

  A “year of service” shall be a completed year of service at the current employing 

entity, not based on experience or service at other employers.   

2.4. All new hires will begin accrual of annual leave under this policy at 0 years of service, 
with one exception:  A President, upon request of a new employee within the first 90 
days of employment, may award additional years of service for annual leave accrual 
purposes to an employee who has been hired directly from one ACCS college or the 
ACCS system office to an ACCS college with no time lapse between dates of 
employment.  The years of service awarded by the President under this exception 
cannot be more than the number of years that the employee was employed at the ACCS 
system office or prior ACCS institution. This policy is not applicable to employee 
hires from any other location or entity.  The President is not required to award any 
additional years of service under this policy.    

            2.5.  In order to move  to the  next year of service  for annual  leave  accrual purposes, an 

                     employee must have  worked at least nine months of the leave accrual   year.  As an 

                     example, if a new employee is hired on January 2, then that employee will not have  

                     worked  9  months  by  September 1 of  the same year (when  the annual  leave  rate  

                     changes  occur) and  will  be  required to wait until  the following  year to  move  to  

                     the next year of service). 

 

2.6   Employees must be in paid status for a minimum of one-half of the work days in the 

month of employment to accrue a day of annual leave (except those under FMLA 

leave). 

2.7   A maximum of 60 days of annual leave may be accrued and carried forward into          

        each September. Annual leave may exceed 60 days during a year; however, annual           

        leave exceeding 60 days earned but not taken by September 1 is forfeited. 

 

2.8  Any employee who leaves employment of an ACCS system college or entity will be         

paid for the actual number of annual leave days earned and not used up to a maximum 
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                      of sixty (60) days.  Payment of annual leave will be based on the employee's salary in 

                  effect at the time of separation. 

 

2.9 If an employee who is eligible to accrue annual leave assumes a regular (non-

temporary) assignment on the D or local salary schedules where annual leave is not 

earned or accrued, payment for the unused portion of the accrued annual leave will be 

made at the conclusion of the eligible assignment and will be based on the eligible 

salary schedule upon request of the employee. 

2.10 Annual leave is not provided for Salary Schedule D or L personnel. 

3. Sick Leave 

3.1. Accumulation of sick leave will be governed by Section 16-1-18.1, Code of Alabama of 

1975, as amended.  An employee may accumulate an unlimited number of sick leave 

days in accordance with Ala. Code 16-1-18.1. 

 

3.2. Sick Leave Definition.  Sick leave is defined as the absence from regular duty by an 

employee for one of the following reasons: personal illness; pregnancy, maternity 

leave, or doctor's quarantine; medical examinations and appointments; personal 

injury which incapacitates the employee; to provide care for  an ill member of the 

immediate family (husband, wife, father, mother, son, daughter, brother, sister) of 

the employee or for an individual with a close personal tie to the employee; death of 

a member of the family of the employee (husband, wife, father, mother, son, 

daughter, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in-law, 

brother-in-law, sister-in-law, nephew, niece, granddaughter, grandson, grandfather, 

grandmother, aunt, uncle);or illness, injury, or death of an individual not legally 

related to but having unusually strong personal ties with the employee. For purposes 

of application of this policy, an individual with a close or unusually strong personal 

tie is limited to the following:  a person standing in loco parentis; where unusually 

strong personal ties exist due to an employee’s having been supported or educated 

by a person; father-in-law; mother-in-law; son-in-law; daughter-in-law; brother-in-

law; sister-in-law; nephew; niece; granddaughter; grandson; grandfather; 

grandmother; aunt; uncle. 

 

3.3.  Accrual of Sick Leave. 
 

3.3.1. Each full-time employee employed on Salary Schedules A, B, C, and E, shall earn 

one day of sick leave which is the equivalent of 8 hours per month of employment. 

They will be required to request 40 hours of sick leave for absences totaling an 
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entire work week. 

 

3.3.2.  Each full-time employee employed on Salary Schedule H shall earn one day of 

sick leave per month of employment with a “day” defined as 4 hours for persons 

on H-20, 5 hours for persons on H-25, 6 hours for persons on H-30, and 7 hours 

for persons on H-35.  Employees on H will be required to request the amount of 

sick leave equal to the normal amount of hours worked each week for absences 

totaling an entire work week.    

 

3.3.3.  Each full-time employee employed on Salary Schedule D shall earn one day of sick 

leave which is equivalent to 7 hours per month of employment to a maximum of 

nine days or 63 hours during the academic year (fall and spring semesters) and up 

to a maximum of three days or 21 hours during the summer term.  Employees on D 

will be required to request 35 hours of sick leave for absences totaling an entire 

work week. 

3.4.     Any unused balance of sick leave accumulated at the end of the leave year will be 

           carried forward to the next succeeding year. 
 

3.5. Employees must be in paid status for one-half of the work days in the month of 
employment to accrue a day of sick leave (except those on FMLA leave). 

 

 3.6. Sick leave may be utilized during the employment period.  However, sick leave 

may not be utilized to extend the employment period . 

3.7. The employee's immediate supervisor may request that an employee provide a 

medical certification by a licensed healthcare provider at the expense of the 

employee.  After three (3) consecutive absences due to illness or after five (5) 

occurrences due to illness, within a thirty (30) calendar-day period, the president or 

designee may require that an employee furnish a medical certificate by a licensed 

healthcare provider. This is to be done at the expense of the employee. Consistent 

with this provision, colleges will implement local policies and procedures for 

requiring these medical certifications. When medical certification is required, 

requests for sick leave may be denied if the medical certification is not provided.   

3.8.   Sick leave will not be paid upon separation of employment. 

 

3.9.   For purposes of applying accrued sick leave as credit for retirement purposes, an 

employee is limited to the amount allowed by law and the Teachers Retirement 

System. 

 

  3.10. Transfer of Sick Leave:  Sick leave earned while employed by an Alabama public      

school system, higher education public institutions in Alabama, or the Alabama 
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Community College System may be transferred into an ACCS college in accordance 

with Alabama Code Section 16-1-18.1. 

 3.11.  Sick Leave Bank 

 

3.11.1. A President shall establish, upon the request of 10 percent of its full-time 

certificated and full-time support personnel, a sick leave bank plan. 

 

3.11.2  Any sick leave bank shall be operated, managed, and governed by a Sick   

Leave Bank Committee pursuant to Alabama Code § 16-22-9 and any 

accompanying procedures in place by the Chancellor. 

 

3.11.3 The Alabama Community College System Board of Trustees designates its 

one representative on any Sick Leave Bank Committee as the President or 

the President's designee. 

 

3.11.4  The purpose of the Sick Leave Bank shall be to provide a loan of sick leave 

days for its participating members or catastrophic leave after a member’s 

accrued and compensatory leave has been exhausted, if warranted as 

determined by a Sick Leave Bank Committee. 

 

A. Formation 

 

1. A President shall establish, upon the request of 10 percent of its full-time 

certificated and full-time support personnel, a sick leave bank plan for each of 

the two groups either jointly or separately.  The decision whether to have a 

joint or separate sick leave bank shall be the exclusive decision of the 

employees, utilizing a secret balloting process.  See Ala. Code 16-22-9(b). 

 

2. A Sick Leave Bank Committee, if formed, will be comprised of five persons, 

one will be the President or President’s designee, and four employees will 

represent the participating members of the sick leave bank. See Ala. Code 16-

22-9(a)(5).  

 

B. Election of Sick Leave Bank Committee 

 

1. The President shall be responsible for conducting elections in a fair and 

equitable manner, ensuring the confidentiality of the secret balloting process. 

See Ala. Code 16-22-9(c).   

 

2. At the beginning of each scholastic year, an election shall be held among the 

sick leave bank members to determine by secret ballot the four members who 

are to serve on the sick leave bank committee. See Ala. Code 16-22-9(c). Those 

four members receiving the most votes shall serve on the Sick Leave Bank 

Committee.   
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3. The term of office for these four Committee members shall be one year. See 

Ala. Code 16-22-9(c). No representative on the Committee shall serve longer 

than five (5) consecutive years. See Ala. Code 16-22-9(f). If a vacancy occurs 

during the one-year term which needs to be filled, the remaining Committee 

members (inclusive of the President) shall vote on a person to fill the vacancy 

and whoever receives the most votes may fill the seat.   

 

4. The President or President’s designee shall be appointed as the Chair of the 

Committee and shall appoint one of the other Committee members to take 

minutes of meetings and all Committee action.   
 

5. In the event of any election tie, the President or his designee has the authority 

to break the tie. 

 

6. Committee meetings may be scheduled as determined by the Committee, or as 

set by the President, or by the written request of three consenting Committee 

members to the President. 

 

C. Duties of the Committee 

 

1. The Committee shall establish procedures providing for the uniform 

administration of the sick leave bank. Ala. Code 16-22-9(d)(f). 

 

2. The Committee shall develop guidelines for the operation of the sick leave 

bank. Ala. Code 16-22-9(d)(f). The guidelines shall be approved by a secret 

ballot vote of the participating members of the sick leave bank. Ala. Code 16-

22-9(f). 

 

3. The Committee shall develop all necessary forms for the orderly operation and 

administration of the sick leave bank. Ala. Code 16-22-9(d)(g)(2).  

 

4. The Committee shall maintain copies of its guidelines, administrative 

procedures, and forms and immediately provide those upon adoption to the 

President’s Office.  

 

5. The Committee shall ensure that accurate records of contributors eligible to 

participate in the bank are maintained and shall work with the institution to 

maintain records of all member contributions to the sick leave bank, 

withdrawals from the bank, and the status of the bank.  Reports shall be 

provided on a timely basis at the request of the Committee, the President, or 

the Chancellor. 

 

6. The Committee shall review all applications for loans from the sick leave bank 

and make appropriate decisions on request for approval of such loans. The 

Committee has the discretion to deny an application for a loan or approve less 
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days than requested. Factors to be considered include, but are not limited to:  

need, circumstances of the illness or disability, years of service to the 

institution, availability of days in the bank, the ability of the applicant to repay 

the loan (if applicable), and prior awards obtained from the sick leave bank. 

 

D. Guidelines of the Committee 

 

1. The sick leave bank plan allows members to deposit an equal number of days 

(not to exceed five) of earned sick leave into the sick leave bank. The days 

deposited shall be available to be loaned to any participating member whose 

leave has been exhausted and who has been granted a loan by the Committee. 

Ala. Code 16-22-9(e).   

 

2. No member employee is allowed to borrow or obtain catastrophic leave from 

the sick leave bank unless all accrued and compensatory leave time has been 

exhausted.   

 

3. A member of the sick leave bank shall not be allowed to accumulate more days 

than allowed in Alabama Code 16-1-18.1, including days in the sick leave 

bank. Ala. Code 16-22-9(g)(4). 

 

4. Employee membership in the sick leave bank shall be voluntary.  Ala. Code 

16-22-9(g)(5). 

 

5. Any alleged abuse of the bank shall be investigated by the Committee (or its 

designee). On a finding of wrongdoing, the abusing member shall repay all of 

the sick leave credits drawn from the sick leave bank and be subject to 

appropriate disciplinary action as determined by the institution. Ala. Code 16-

22-9(g)(6). 

 

6. Upon retirement or transfer of a member, days on deposit with the sick leave 

bank shall be withdrawn and transferred with the employee or made accessible 

for retirement credit, as allowable. Ala. Code 16-22-9(g)(7). 

 

7. At the beginning of each leave year, or upon employment of a new employee, 

the appropriate number of sick leave days shall, upon application of the 

employee, be credited to the employee’s account, in order to enable the 

employee to join the sick leave bank if the employee does not have the 

minimum number of sick leave days to enable the employee to join the sick 

leave bank. Ala. Code 16-22-9(g)(9). 

 

8. The Committee shall have the authority to designate open enrollment periods 

at least annually to non-participating members. Employees who did not join 

the sick leave bank will have an option to join upon deposit of the prerequisite 

number of sick leave days during any open enrollment period established by 
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the Committee. Ala. Code 16-22-9(g)(9). 

 

9. Additional guidelines may be adopted by the Committee as deemed 

appropriate provided they are uniformly applied to all employees and do not 

conflict with these guidelines and procedures.  Ala. Code 16-22-9(g). 

 

E. Sick Leave Bank Loan Procedures 

 

1. An employee must apply for sick leave bank loan in the form required by the 

Committee and is subject to all applicable procedures and guidelines adopted 

by ACCS and the Committee. In cases where the member has been 

incapacitated, a member’s agent or representative designated as such in 

writing, may apply to the Committee on behalf of the member.  In case of 

mental incapacity of a member, the designated agent or representative must be 

a person who, by law, may serve in such capacity. 

 

2. In order to apply for a sick leave bank loan: (a) an employee must be a member 

of the sick leave bank and (b) an employee must have exhausted all accrued 

and compensatory leave available.   

 

3. The Committee determines whether a loan request will be approved or denied 

and, if approved, for how many days up to a maximum of fifteen (15) days per 

event. Factors to be considered in making these decisions include, but are not 

limited to:  need, circumstances of the illness or disability, years of service to 

the institution, availability of days donated, ability to repay the loan, and prior 

awarded loans.   

 

4. No employee shall be allowed to owe more than fifteen (15) days to the sick 

leave bank, unless more than fifty percent (50%) of the members of the sick 

leave bank vote to extend the limit. Ala. Code 16-22-9(g)(1).   

 

5. Sick leave days borrowed from the sick leave bank shall be repaid to the sick 

leave bank monthly as re-earned by the member. Ala. Code 16-22-9(g)(3).    

 

6. Upon the separation of an employee who has an outstanding loan of sick leave 

days, the value of the loan shall be deducted from the final paycheck at the 

employee’s prevailing rate of pay. If portions of the loan remain outstanding 

after separation, the employee is responsible for paying the remaining value to 

the institution.  Ala. Code 16-22-9(g)(3).    

 

F. Catastrophic Leave Procedures 

 

1. A catastrophic event is defined as any illness, injury, or pregnancy or medical 

condition related to childbirth certified by a licensed physician which causes the 

employee to be absent from work for an extended period of time.  Ala. Code 16-

22-9(a)(1).  
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2. Beginning January 1, 2019, no employee may be awarded more than forty-five 

(45) work days of catastrophic leave during any five-year period of employment.   

3. An employee must apply for catastrophic leave in the form required by the 

Committee and is subject to all applicable procedures and guidelines adopted by 

ACCS and the Committee. In order to apply for Catastrophic Leave: (a) an 

employee must be a member of the sick leave bank at the time the catastrophic 

event occurs in order to be considered for catastrophic leave, (b) an employee must 

have exhausted all accrued and compensatory leave available, (c) the employee 

must provide certified evidence by a licensed physician of an illness (defined as 

an unhealthy condition of the body or the mind, a sickness, or disease), or of an 

injury (defined as physical harm to a person), or of a medical condition related to 

childbirth that causes the employee to be absent from work for a period greater 

than fifteen (15) work days, and (d) the employee must have applied, borrowed, 

and used the maximum number of sick leave days loaned by the Committee.  

 

4. The Committee determines whether a request for catastrophic leave will be 

approved or denied and, if approved, for how many days up to the maximum.  

Factors to be considered in making these decisions include, but are not limited to:  

need, circumstances of the illness of disability, years of service to the institution, 

availability of days donated, whether it is a personal event to the employee, and 

prior awards of loans or catastrophic leave.   

 

5. Employees, at their discretion, may donate a specific number of days to the sick 

leave bank, up to a maximum of 30 days for any one employee, to be designated 

for a specific employee for use against a catastrophic event. Ala. Code 16-22-9(h).  

 

6. Employees must be a member of the sick leave bank to donate or receive 

catastrophic leave.  

 

7. A donating employee shall not be required to donate a minimum number of 

catastrophic days to the sick leave bank.  

 

8. The recipient employee may use catastrophic sick leave days for himself or herself 

or for other covered persons as provided in Code of Alabama 16-1-18.1.  Ala. Code 

16-22-9(h). 

 

9. Catastrophic days awarded are not required to be repaid. Ala. Code 16-22-9(h).  

 

10. Donated catastrophic leave days may be used to repay days loaned by the sick 

leave bank to the credit of the affected member. Ala. Code 16-22-9(g)(8).  

 

11. Employees who donate sick leave days to the sick leave bank for a particular 

employee’s catastrophic event are not to be returned to the donor unless the days 

are not used.  Ala. Code 16-22-9(h).   
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12. If catastrophic leave is approved by the Committee, the Committee shall notify 

members of the applying employee’s request and approval for catastrophic leave 

one time. The Committee has no further obligation to continue requesting 

donations on the applying employee’s behalf. The Committee may but is not 

required, no more than once per month, to communicate by email to the members 

to advise that the employee is approved for catastrophic leave and could use further 

donations.  

 

13. There is no guarantee that, if catastrophic leave requests are approved by the 

Committee, the sick leave bank members will donate any leave or sufficient leave 

to cover an employee’s absence related to a catastrophic event.  

 

14. Catastrophic leave is not available for on-the-job injuries. 

4. Personal Leave  

4.1. Personal Leave is granted for each leave year as shown below and, if not taken, 
will be converted to sick leave at the end of the leave year.  

4.2. Personal leave with pay shall be requested and approved prior to its occurrence.  
Personal leave may be denied if it is not timely requested or hampers the routine 
operations of the college. 

4.3. Personal leave will not be paid on separation from employment. 

4.4. Personal Leave on Salary Schedules A, B, C, E, and H Granted Annually 

 Up to two (2) regularly scheduled work days of personal leave with pay will be 
granted to each full-time employee on the above salary schedules during any leave 
year. Up to two days per year of personal leave is extended to all support personnel 
on Salary Schedule H as above, with a "day" defined as four (4) hours for persons 
paid from Salary Schedule H-20, five (5) hours for persons paid from Salary 
Schedule H-25, six (6) hours for persons paid from Salary Schedule H-30, and 
seven (7) hours for persons paid from Salary Schedule H-35.  

4.5.  Personal Leave on Salary Schedule D Granted Annually 

 Up to five (5) regularly scheduled work days of personal leave with pay will be 
granted to each full-time Schedule D employee on the first day of each academic 
year.   

4.6. Employees who are not employed at the beginning of the leave year will accrue 
personal leave on a prorated basis based on their starting date. 

5. Court Attendance 

5.1. Full-time employees and Salary Schedule H employees who are required by a court 
to attend jury duty will be granted special leave with pay to attend.  The jury duty 
summons must be presented in order to be granted leave with pay. 



Page | 43  
 

5.2. Any employee who is required by court order, valid subpoena, or by legal counsel 
representing ACCS or any of its entities, to appear in their capacity as an employee 
will be expected to attend as part of their normal work duties.  Documentation will 
be required to be presented.  This section does not apply to employees who are 
engaged in suit or charges against ACCS or any of its entities to include hearings, 
trials, depositions, meetings with lawyers, mediations, EEOC hearings, ethics 
commission interviews, meetings, or hearings, etc., as such is deemed a personal 
matter for which appropriate accrued leave must be taken. 

5.3. Any employee expected to attend court for personal matters or matters unrelated 
to their employment within ACCS (except jury duty) will not receive paid leave 
and must request and utilize other forms of accrued leave if applicable. If the 
employee does not have leave, leave without pay must be requested and approved 
prior to occurrence. 

5.4. Any employee receiving leave under this court attendance policy who has been 
released is required to return to work immediately once the event has concluded. 

6. Institutional Support Leave 

6.1. Institutional support leave with pay may be approved by the President for any full-
time employee based on the availability of funds and if the absence will not hamper 
the normal routine operations of the college. Institutional support leave is related to 
the employee's expertise and/or position of employment. Institutional support leave 
directly benefits the college and the employee's participation is requested by the 
college. 

6.2. Examples of institutional support leave include but are not limited to business and 
industry partnerships with the college, grant-specified training, community 
partnerships through the college, accreditation activities related to employee’s 
college, etc. 

6.3. Any activity requiring more than five (5) regularly scheduled work days of 
institutional support leave during the leave year will require the Chancellor's written 
approval. 

6.4. Approved activities sponsored by ACCS or the employee’s college are part of the 
employee’s regularly assigned duties and are not a type of leave. 

7. Professional Development Leave 

7.1. Professional Development leave with pay may be granted to any full-time employee 
when approved by the President based on the availability of funds, the absence will not 
hamper the normal routine operations of the college, and the event is directly tied to the 
employee’s current or anticipated job duties.  

7.2. A maximum of ten work days per leave year may be approved locally, but more than 
10 days shall only be granted upon written approval of the Chancellor.  
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7.3. Professional Development leave is typically a direct personal benefit to the employee.  
Examples include but are not limited to leadership programs, training and workshops, 
local, state and national board positions or assignments, accreditation activities 
unrelated to the employee’s college.   

7.4. If an employee who was granted professional development leave separates from the 
college within one year of the professional development event, the employee is 
required to reimburse the college for any funds expended on behalf of the employee. 
The College may deduct these amounts from an employee’s paycheck. The President 
may elect not to require reimbursement due to special circumstances, such as 
separations due to medical reasons or layoffs. 

7.5. Approved activities sponsored by ACCS or the employee’s college are part of the 
employee’s regularly assigned duties and are not a type of leave. 

8. Military Leave 

8.1. All full-time and Schedule H employees (as prorated) are eligible for paid military 
leave in accordance with applicable state and federal law per calendar year.  During 
the period of paid military leave, the respective employee shall continue to accrue 
all employment benefits, including sick and annual or personal leave, as well as 
paid medical insurance benefits. Once available paid military leave is exhausted, 
the employee may take available annual or personal leave and continue to receive 
all employment benefits. 

8.2.    ACCS community and technical colleges and entities shall comply with the military 
leave provision of Alabama Code § 31-2-13.6.  

8.3 Once the employee has exhausted all available paid leave, the employee may be 

considered to be on military leave of absence without pay.  Employees on unpaid 

leave of absence under this section do not accrue benefits but may choose to 

continue health insurance coverage by paying the designated premiums. 

8.4 On receipt of military orders, the employee will submit a leave request with a copy 

of the military orders to the college. 

9. Compensatory Time and Leave. 
 

A. EXEMPT FT EMPLOYEES:  Each President has authority on a local level to award 

compensatory time to exempt full-time employees when that employee physically works 

over 45 hours in one week, if the President chooses to do so. Physical work hours do not 

include hours awarded for paid leave. If permitted by the President, exempt full-time 

employees may be awarded straight compensatory time, meaning for every one hour 

physically worked over 45 hours, the employee may receive one hour in compensatory 

time.  The supervisor of the exempt full-time employee must keep track of all 

compensatory time earned and the exempt employee must use the time with supervisor 



Page | 45  
 

approval within sixty days of it being accrued, else it is forfeited. Compensatory time is 

not paid for exempt employees at the time of separation at the College. When exempt full-

time employees do not work 40 hours each week, they are required to take compensatory 

time or appropriate accrued leave to make up for their failure to work 40 hours.  Full-time 

exempt employees are required to work during the institution’s regular business hours, 

unless the employee has express permission from the supervisor to work outside regular 

business hours.  

 

B. NON-EXEMPT FT EMPLOYEES:  Non-exempt full-time employees are not permitted 

to work over 40 hours in one week, unless expressly required and approved by a supervisor. 

Non-exempt full-time employees who work over 40 hours without the express requirement 

and approval of their supervisor will be disciplined. Non-exempt full-time employees are 

entitled to overtime pay unless compensatory time is awarded instead when they physically 

work over 40 hours in one week (physical work hours do not include any paid leave time). 

It is the policy of ACCS that all institutions and entities shall award compensatory time 

rather than overtime to non-exempt full-time employees physically working over 40 hours 

in one week. Supervisors and non-exempt employees have a duty to work together to 

ensure that the employee does not work over 40 hours each week, absent emergency. In 

emergency situations where it is necessary for non-exempt employees to work over 40 

hours in one week (and this has been required and approved by the supervisor), non-exempt 

employees must be given one and one-half hour for every hour physically worked over 40 

in compensatory time, meaning if the employee works 44 hours in one week, then the 

employee receives 6 hours (4 x 1.5) in compensatory time. The supervisor of the non-

exempt full-time employee must keep track of compensatory time and the non-exempt 

employee must use the time with supervisor approval within a reasonable period of it being 

accrued (recommend within the next month). Supervisors are responsible for ensuring that 

compensatory time is being taken by non-exempt full-time employees so that overtime is 

not required to be paid. Non-exempt full-time employees may not accrue more than 80 

hours of compensatory time, and any time over and above 80 hours in compensatory time 

will be required to be paid as overtime. Compensatory time for full-time non-exempt 

employees will be converted to overtime and paid at the time of separation at the College. 
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The President is authorized to approve payment of salaries and fringe benefits for the equivalent 

of up to ninety (90) working days for absences arising from on-the-job injuries to employees 

when the President has determined that an employee has been injured on the job and cannot 

return to work as a result of the injury.  An on-the-job injury is defined as “any accident or injury 

to the employee occurring during the performance of duties or when directed or requested by the 

employer to be on the property of the employer which prevents the employee from working or 

returning to his or her job.”  

 

Continuation of salary and fringe benefits for the appropriate number of working days shall be 

consistent with the employee's injury and the subsequent absence from work resulting from the 

injury. This policy shall apply to temporary disability of the employee as applicable to the job-

related injury.  In no event shall the salary and fringe benefits continuation provided by this 

policy exceed the equivalent of 90 working days. 

 

The President/designee may require medical certification from the employee's licensed 

healthcare provider that the employee was injured and cannot return to work as a result of the 

injury. The President/designee may, within his/her discretion, require a second opinion from 

another licensed healthcare provider at the expense of the institution.  The President/designee 

may require a statement from the licensed healthcare provider that there is a reasonable 

expectation that the employee will be able to return to work and the time frame for such return. 

 

Accrued leave shall not be deducted from the employee's account if absence from work results 

from an on-the-job injury, unless the absence exceeds the authorized amount granted under 

Section 1 and the employee requests such leave. 

 

The President/designee shall inform in writing the employee who is injured on the job of the 

employee's rights to appear before the State Board of Adjustment and to claim unreimbursed 

medical expenses and costs through the State Board of Adjustment and shall inform the injured 

employee regarding applicable ACCS Board of Trustees policies. Such notification shall be 

made within thirty (30) calendar days of notice of the injury. 

 

Eligibility for salary and benefits under this policy is contingent upon proper notification by the 

injured employee to the President/designee within twenty-four (24) hours after the occurrence of 

the injury.  In no event will this policy be utilized if notification is not made by the employee or 

the employee’s representative within five (5) work days of the injury.  

POLICY 410.02:  Paid Absences Due to On-the-Job Injuries 

EFFECTIVE:  04-10-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-1-18.1 

CROSS REFERENCE:  ACCS Board Policy 610.02 
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External contractors, consultants, work-study students, and interns are not employees for the 

purposes of this policy. 

 

Definitions and General Provisions associated with this policy are located in the procedures for 

the policy established by the Chancellor. 
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POLICY 412.02:  Tuition Assistance 

 

EFFECTIVE:  04-10-2019 

 

SUPERSEDES:  College Handbook, Revised November 2006 

 

SOURCE: Code of Alabama 16-60-111.4 

 

CROSS REFERENCE:  ACCS Board Policy 612.02 

 

Full-time benefits eligible employees and benefits eligible Salary Schedule H employees at 

Snead State Community College, as well as benefits eligible ACCS system office employees, 

certain retirees and their dependents are eligible for tuition assistance for courses taught for 

credit by community and technical colleges under the control of the Alabama Community 

College System Board of Trustees and, when applicable, Athens State University.  

 

I. GENERAL 

 

This tuition assistance program is designed for all full-time benefits eligible employees, retirees, 

and benefits eligible H Salary Schedule employees of The Alabama Community College System 

and the Alabama Community College System office and their dependents as defined under Section 

II.  This program will not include non-benefits eligible, temporary, or part-time employees, or 

persons serving as independent contractors to any of the Alabama Community College System 

colleges or entities or to the Alabama Community College System office. 

 

The program will be coordinated by each college and entity for employees within The Alabama 

Community College System and the Alabama Community College System office. 

 

An application form for the tuition assistance program is available at each college or entity and 

should be completed prior to registration for classes.  A copy of the completed form must be 

maintained by the college of attendance. 

 

II. DEFINITIONS 

 

A. Employee: 

1. any full-time benefits eligible employee of any Alabama Community College 

System college or entity  

2. any benefits eligible employee of the Alabama Community College System 

office; 

3. any benefits eligible Salary Schedule H employees of any Alabama 

Community College System college or entity.   

 

B. Retiree: for purposes of this policy, a “retiree” is 

1. any employee who has twenty-five (25) years or more of continuous service in The 

Alabama Community College System or the Alabama Community College System 
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office and retires from The Alabama Community College System or the Alabama 

Community College System office;  

2. any employee who retires from the Alabama Community College System or the 

Alabama Community College System office under disability retirement. 

 

C. Dependent:   

1. the spouse of any eligible employee or retiree; 

2. the unmarried children of any eligible employee or retiree residing in the household 

of the employee or retiree, residing in the household of the employee's or retiree’s 

former spouse, or residing in temporary housing while enrolled in college such as 

college dormitories, apartments, and student housing; 

3. the unmarried stepchildren of any eligible employee or retiree residing in the 

household of the employee or retiree; 

4.  a legal ward (a minor child placed by the court under the care of a guardian) when 

the guardian is a benefits eligible employee or retiree. 

 

III. ELIGIBILITY 

 

A. Requirements 

 

Employees:  Employees must have been employed by an Alabama Community 

College System college or entity or the Alabama Community College System office 

for the equivalent of one full academic year for faculty or at least 12 months for 

non-instructional employees, prior to the first scheduled day of class for the term 

for which the employee is applying.  

 

 Dependents:  Dependents will be eligible when said employee or retiree is eligible, 

and to the same degree to which the employee or retiree is eligible, except as herein 

modified. 

 

 Retirees:  Only those former employees who have 25 years of continuous service 

and retired from an ACCS entity or system office or those former employees who 

have a disability retirement from an ACCS entity or system office are eligible for 

tuition assistance under this policy.  

 

 B. Termination of Eligibility 

 

Employees:  Eligibility terminates if the employee discontinues full-time 

employment or becomes ineligible for benefits at the respective college or entity or 

ACCS system office for any reason. 

 

Dependents:  Dependents will be ineligible when their respective eligible employee 

or eligible retiree becomes ineligible.   
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Retirees:  Eligibility terminates for retirees and their dependents five years after the 

retiree’s effective retirement date on file with the System entity or System office.  

 

C. Approved tuition assistance waivers are honored through the completion of the 

current term only. 

 

IV. AMOUNT OF ASSISTANCE, LIMITATIONS, CONDITIONS, AND AUDITING 

 

 A. Tuition Cost 

 

  All eligible employees and their dependents will be allowed a waiver of one-third 

(1/3) of the normally-charged tuition after the first (1) year (the equivalent of one 

(1) full academic year for faculty or at least twelve (12) months for non-

instructional employees) of employment. A waiver of two-thirds (2/3) tuition after 

the second (2) year of employment (the equivalent of two (2) full academic years 

for faculty or at least twenty-four (24) months for non-instructional employees) is 

allowed for eligible employees and their dependents. A waiver of full tuition after 

the third (3) year of employment (the equivalent of three (3) full academic years for 

faculty or at least thirty-six (36) months for non-instructional employees) is allowed 

for retirees, eligible employees, and their dependents.  

 

Partial tuition adjustments are to be rounded down to the nearest dollar.  Eligible 

Salary Schedule H employees will be allowed a waiver calculated at a prorated rate 

of full-time employment. Expenses for supplies, books, and fees other than tuition 

will not be waived.  Each college or entity will be allowed to count the credit hours 

generated by these enrollees. 

 

 B. Limitation 

 

  There is no limitation as to the number of credit hours taken, other than the regular 

academic limitations that apply at the respective colleges.  All students will be 

required to abide by the academic policies that are in effect at the college they are 

attending. 

 

 C. Conditions 

 

  Any eligible student under this policy must maintain at least a "C" average (2.0 on 

a 4.0 scale) to be eligible for tuition waiver in the courses for which the student 

receives tuition assistance. Failure of the eligible student to meet this grade 

requirement causes the student to be ineligible for further tuition assistance until 

the student (1) brings his cumulative grade point average at the same college in 

which the tuition assistance was previously provided to a 2.0, or (2) provides 

satisfactory evidence that the student paid tuition at a college after he/she became 

ineligible for tuition assistance for the same number of hours in which the student 

failed to make a 2.0 in tuition assistance classes with evidence that he/she obtained 

at least a 2.0 in the paid classes.  If a student has become ineligible for tuition 



Page | 51  
 

assistance at one college due to his/her inability to maintain a 2.0 in tuition 

assistance courses, the student is ineligible to receive tuition assistance at any 

                        other college 

 

 D. Auditing 

 

  An eligible student will be allowed to audit one (1) course (up to five (5) credit 

hours) per term and will be allowed the appropriate percentage of waiver of the 

normally charged tuition.  The eligible student must meet all attendance 

requirements, class participation, and assignments as required of credit-enrolled 

students except the final examination is not required.  Failure to comply with these 

requirements will result in the student becoming ineligible for further participation 

as an audit student in credit hour-producing courses reported for funding purposes.  

Expenses for supplies, books, and fees will not be waived. 

 

 E. Repeating Class 

 

  An eligible student may not receive tuition assistance to repeat a course for which 

tuition assistance was already provided.  Tuition assistance, if obtained by an 

eligible student for a repeated course, must be repaid by the student.  

 

  Tuition assistance will be disallowed at any college for repeating a class for which 

the grade of "W" was originally received. 

 

 F. Recertification of Eligibility. 

 

  The eligible student must re-certify eligibility, as specified in Condition IV.C. 

above, prior to registering for a new term by completing, submitting, and receiving 

approval of the “Employee-Dependent Tuition Waiver” form.   Providing false 

information will result in exclusion from all tuition assistance benefits and result in 

a requirement to repay all tuition paid for the student under this program and 

possible other disciplinary action.  

  

 G. Work Week 

 

Participation in this program is in addition to the employee's full-time work week, 

and should not be considered when computing the employee's time for financial 

compensation.  However, in certain cases the employee's work schedule may be 

adjusted to permit course attendance.  Adjustments to an employee's weekly work 

schedule must be recommended by the employee's supervisor and/or Dean, and 

approved by the President. 

 

H. Eligible Student Responsibility 

 

It is the responsibility of the eligible student under this benefit program to ensure 

that all documents and forms required in this process are completed, submitted, and 
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approved by the appropriate personnel in a timely manner.  Any information or 

forms deemed incomplete will cause a delay in the processing of the tuition waiver.  

It is the eligible student’s responsibility to verify with the college of enrollment that 

all documentation and forms are completed and approved in a timely manner. 
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POLICY 413.01:  Drug-Free Workplace 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Drug-Free Workplace Act of 1988; Drug-Free Scholar and Communities Act of 1989 

CROSS REFERENCE:  ACCS Board Policy 613.01 

 

Snead State Community College shall take reasonable and necessary action as required by federal 

and state law to provide a drug-free environment. 
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POLICY 414.01:   Fair Labor Standards Act Compliance 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Fair Labor Standards Act of 1938 

CROSS REFERENCE:  ACCS Board Policy 614.01 

 

Snead State Community College shall comply with the applicable provisions of the Fair Labor 

Standards Act.  
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POLICY 415.01:  Conflict of Interest 

 

EFFECTIVE:  04-13-2016 

 

SUPERSEDES:  College Handbook, Revised November 2006 

 

SOURCE: Code of Alabama 36-25-5 

 

CROSS REFERENCE:  ACCS Board Policy 615.01 

 

An employee is prohibited from using his or her official position and influence for personal gain 

or that of his or her family or associates, or from engaging in a conflict of interest. 

 

Full-time employees may engage in outside employment provided that such activity: (a) does not 

interfere with the performance of other responsibilities as a System employee; (b) does not require 

use of institutional resources or facilities. 
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POLICY 415.02:  Alabama College System Lobbying Activities 

EFFECTIVE:  12-14-2016 

SUPERSEDES:   

SOURCE:   Code of Alabama 16-60-111.5 

CROSS REFERENCE:  ACCS Board Policy 215.01 

 

The Chancellor shall coordinate all lobbying activities for the Alabama Community College 

System.  All lobbying activities shall be conducted in conformity with the Alabama Ethics Law. 

 

Unless otherwise approved and coordinated by the Chancellor, the Board of Trustees expressly 

prohibits any institution under its authority, direction, and control from utilizing the services of a 

lobbyist on a contractual or consulting basis. All lobbyist activities must be conducted in a manner 

consistent with the expressed intent of the Board of Trustees and in accordance with the Board’s 

stated legislative purpose(s), directives of the Chancellor, and the mission statements of the ACCS 

institutions. 

 

Snead State Community College employees who lobby as institutional or System representatives 

are prohibited from engaging in their official capacities in fundraising activities for candidates for 

public office, including the solicitation and donation of funds or services for campaign 

contributions or the payment of campaign debts. 
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POLICY 415.03:  Political Action Committees 

EFFECTIVE:  12-14-2016 

SUPERSEDES:   

SOURCE:   Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 216.01  

 

No institution under the authority, direction, and control of the Board of Trustees shall organize, 

administrate, operate, or participate in any political action committee or like organization. 

 

College employees shall not use the name of the College for any political action committee or like 

organization of College employees. 

 

The College President and other College administrators shall not intimidate, coerce, threaten, or 

in any manner attempt to persuade any employee to join and/or make contributions to any political 

action committee or like organization of College employees.  
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POLICY 415.04:  Solicitation of Gift or Contribution from Vendors 

EFFECTIVE:  04-03-2016 

SUPERSEDES:   

SOURCE:   Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 315.02  

 

Employees of Snead State Community College shall not solicit any gift or contribution from any 

vendor or from any entity that they know to be a potential vendor, for the benefit of the College 

where such gift is stated or implied by such employee to be a condition of developing or 

maintaining a business relationship with the College. 

 

No vendor shall be chosen based on a past, present or future contribution to the College.  Any 

solicitation of vendors or potential vendors shall only be as part of broad general/generic appeals 

to the community at large. No solicitation shall be made of any lobbyist. 

 

No SSCC employee or a member of the household of an SSCC employee shall solicit or accept 

anything for the purpose of influencing official action, regardless of whether or not the thing 

solicited or received is a thing of value, or as allowed by Code of Alabama (1975) 36-25-1 et seq. 
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POLICY 416.01:  Personnel Record Information 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Code of Alabama 36-12-40; 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 616.01 

 

Federal and state laws govern public access to records maintained by governmental entities. 

Those laws shall be followed. To the extent permissible by law, Snead State Community 

College may maintain sensitive or otherwise confidential information in employee or applicant 

files. The President (or designee) may designate a custodian of records for the College. 
 

The President (or designee) shall establish and maintain a personnel file on each employee. It 

shall be the responsibility of the President of each institution to supervise the maintenance of 

personnel files and to maintain updated, complete, and accurate records. Information may be 

added to the personnel file to clarify or supplement materials previously placed in the 

personnel file. Employees may answer or object in writing to any material in the personnel 

file, and the answer or objection shall be attached to the appropriate material that is the 

subject of the answer or objection. 

Each college may establish a reasonable charge for researching open records requests or as 
otherwise necessary. 
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POLICY 416.02:  Travel 

EFFECTIVE:  07-08-2020 

SUPERSEDES:  04-13-2016; 08-09-2017 

SOURCE:   Code of Alabama 36-7-20 through 36-7-23 

CROSS REFERENCE:  ACCS Board Policy 316.01 and 709.01  

 

In-state:  The President is authorized to approve in-state travel for College employees or students 

traveling on college-related activities. Reimbursement shall be made in accordance with applicable 

state laws. 

 

Out-of-state:  The President is authorized to approve out-of-state travel for the College’s 

employees or students traveling on college-related activities.  Reimbursement shall be made in 

accordance with applicable state laws.   

 

Foreign:  The Chancellor must approve all foreign non-educational travel prior to the 

commencement of the travel.  Prior to the travel occurrence, the college President shall submit a 

request to the Chancellor for foreign travel approvals. The content of the request should include: 

a) Dates of Travel.   

b) Names of Traveler(s) 

c) Relationship to the college (i.e. staff, student, chaperone, etc.) including title.  Please 

include the full title (no abbreviations).  If an employee has multiple titles, use the one 

which most closely identifies with the purpose of the travel. 

 

d) Travel Location(s). 

e) Cost.  The entire cost of the travel paid by the institution should be included. 

f) Purpose.  The name of the meeting to be attended or other purpose of the travel should be 

noted.  Please do not use abbreviations. 

 

g) Note any exceptional circumstances for any of the categories—such as, cost is paid by the 

organization for the person to attend that particular meeting. 

Upon approval, the Chancellor will notify the college and the Board of Trustees. 
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POLICY 417.01:  Resignations 

EFFECTIVE:  06-12-2019 

SUPERSEDES:   College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 617.01 

 

All faculty and staff shall give written notice of resignation at least 14 calendar days prior to the 

effective date of resignation, unless the President approves a shorter notice period. Failure to do 

so may result in documentation being placed in the employee’s personnel file about the failure to 

follow policy and may affect your ability to be rehired at any ACCS entity or system office. 
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POLICY 418.01:  Abandonment of Position 

EFFECTIVE:  04-13-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 618.01 

 

Any employee who is absent from work for three (3) consecutive workdays without approval shall 

be considered to have abandoned the position and to have resigned from the College. 
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POLICY 419.01:  Academic Freedom 

EFFECTIVE: 06-07-2017 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Act #2015-125 

CROSS REFERENCE:  ACCS Board Policy 719.01 

 

The ACCS Board of Trustees authorizes the college to ensure procedures for safeguarding and 

protecting academic freedom by allowing faculty and students the freedom to cultivate a spirit of 

inquiry and scholarly criticism when discussing discipline related subjects. However, the principle 

of academic freedom shall not prevent the college from taking the initiative to assure the best 

possible instruction in accordance with the mission and goals of the college. 

 

Snead State Community College supports the concept of academic freedom. In the development 

of knowledge, research endeavors, and creative activities, faculty and students must be free to 

cultivate a spirit of inquiry and scholarly criticism.  Faculty members are entitled to freedom in 

the classroom in discussing discipline related subjects.  Faculty and students must be able to 

examine ideas in an atmosphere of freedom and confidence.  At no time shall the principle of 

academic freedom prevent the College from taking proper efforts to assure the best possible 

instruction for all students in accordance with the mission and objectives of the institution. 

Statements made or actions taken by an instructor while exercising his or her rights as a private 

citizen should not be made in such a manner to imply that he or she is speaking on behalf of the 

College. 

Complaints from students or other individuals involving Academic Freedom issues are to be 

handled in the same manner as other complaints about an instructor.  Formal written complaints 

falling under this policy will be logged and kept on file in the manner as any other written 

complaint. 
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POLICY 419.02:  Students First Act Procedure 

EFFECTIVE: 07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Act #2015-125; Local Policy 

CROSS REFERENCE:   

 

Act 2011-270, the Students First Act, was signed into law on May 26, 2011, repealing the Fair 

Dismissal Act. On June 23, 2011, the Alabama State Board of Education repealed Policy 609.01: 

Fair Dismissal Act Procedure. The College will adhere to all policies and procedures as prescribed 

in the Students First Act. 
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POLICY 420.01:  Employee Grievance 

EFFECTIVE:  04-10-2019 

SUPERSEDES:   College Handbook, Revised November 2006 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 620.01 

 

This policy is intended to cover grievances between and amongst employees of Snead State 

Community College about general workplace issues, conduct, or professionalism.  This policy 

does not apply and cannot be used against a President. This policy is not intended to cover 

complaints regarding discrimination, harassment, hostile work environment, ethical concerns, or 

other legal-related matters, which are covered under Policy 420.02. 
 
Any employee who claims a grievance (or who is reporting an observed grievance) must file 

a written statement within 10 calendar days from the date of the alleged incident, otherwise the 

grievance will not be reviewed under this policy.  Oral grievances do not comply with this 

policy. The written statement must be filed with the complaining employee’s direct supervisor, 

unless the direct supervisor is the person about whom the grievance is lodged.  In such cases, the 

employee must file the statement with the next supervisor in line. The supervisor (or other 

person receiving a written grievance) will notify HR personnel and/or the President as 

appropriate. 
 

The supervisor, or other person appointed to address the grievance, must review the written 

statement and conduct an investigation of the claims within 45 calendar days (or as otherwise 

agreed), and then  make a written report of findings with recommendations within 60 calendar 

days of receipt o f  t h e  grievance. The report must be given to the President, the complaining 

employee, and the person about whom the grievance is lodged.  The complaining employee or 

the person about whom the grievance is lodged has   5 calendar days from receipt of the 

written report to provide specific written objections to the report of findings with 

recommendations to the President, which will be considered by the President or his/her 

designee before issuing a final decision. This decision shall be final. 
 
An employee who brings a good faith grievance under this policy shall not be retaliated against 

in any manner. Any employee who retaliates against an employee for making a good faith 

grievance under this policy will be disciplined.   

 

The President’s decision will be final. 
 

NOTE: If the last day for filing a  notice of appeal falls on a Saturday, Sunday, or a legal 

holiday, the appealing party will have until 5:00 p.m. the first working day following to file. 
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POLICY 420.02:  Employee Complaints 

EFFECTIVE:  11-10-2020 

SUPERSEDES:  College Handbook, Revised November 2006; ACCS Board Policy 620.02 

issued 04-10-2019 

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 620.02 

 

This policy is intended to cover employee complaints related to discrimination, harassment, 

hostile work environment, ethical concerns, and other legal-related matters against any person 

associated with Snead State Community College. This policy does not cover general workplace 

grievances, conduct, or professionalism, which are addressed by Policy 420.01 or complaints of 

sexual harassment which are covered in ACCS Policy 620.03. This policy does not apply and 

cannot be used against a President. 

Any employee who believes he/she has been subjected to or observed: 

• discrimination based on race, color, national origin, religion, marital status, disability, 

sex, age or any other protected class as defined by federal and state law,  

• harassment in forms other than sexual,  

• hostile work environment,  

• ethical violations or similar concerns, 

• criminal acts,  

• ACCS, College, or Chancellor policy or procedure violations,  

• or other legal-related issues, 

by any person associated within Snead State Community College (other than a President), shall 

report the action immediately, and in no event less than ten (10) calendar days following the 

event, to the Title IX Coordinator, Human Resources Director, or President. In conjunction with 

the report, the employee shall provide a written statement, as well as any evidence the employee 

believes substantiates the complaint, and shall be required to assist in an appropriate 

investigation.   

The College shall designate an appropriate person to review and investigate the matter and may 

engage legal counsel for this purpose, as determined by the President.  This review and 

investigation shall be conducted promptly and within 45 calendar days if practical, but not later 

than 60 days, unless this period is extended by agreement of the complaining and responding 

parties.  The President or his/her designee shall issue a written response to the reporting 

employee within 15 calendar days if practical, but not later than 30 days unless this period is 

extended by agreement of the complaining and responding parties;  once the review and 

investigation has been completed, and this written response shall be final.  
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An employee who brings a good faith complaint under this policy shall not be retaliated against in 

any manner. Any employee who retaliates against an employee for making a good faith complaint 

under this policy will be disciplined.   
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POLICY 420.03:  Sexual Harassment Complaints 

EFFECTIVE: 11-10-2020 

SUPERSEDES:   

SOURCE:  Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 620.03 

 

This policy is intended to cover complaints of sexual harassment occurring in a College’s 

education programs or activities by an individual applying for admission or employment, an 

employee, a student or an individual otherwise participating in or attempting to participate in a 

College’s education programs or activities. 

 

Sexual harassment is a form of sex discrimination which is illegal under Title VII of the 

Civil Rights Act of 1964 for employees and under Title IX of the Education Amendments of 

1972 for students. Sexual harassment does not refer to occasional compliments; it refers to 

behavior of a sexual nature which interferes with the work or education of its victims and 

their co-workers or fellow students. Sexual harassment may involve the behavior of a person 

of either sex against a person of the opposite sex or the same sex, and occurs when such 

behavior constitutes unwelcome sexual advances, unwelcome requests for sexual favors, or 

other unwelcome verbal or physical  conduct of a sexual nature, when perceived by the 

recipient that: Submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual's employment or educational opportunities; or submission to or 

rejection of such conduct is used as the basis for employment or academic decisions affecting 

that individual; or such conduct has the purpose or effect of unreasonably interfering with 

an individual's work or academic performance, or creates an intimidating, hostile, or offensive 

work or educational environment. 

 

Sexual harassment can be verbal, visual, or physical. It can be overt, as in the suggestions that 

a person could get a higher grade or a raise by submission to sexual advances. The 

suggestion or advance need not be direct or explicit; it can be implied from the conduct, 

circumstances, and relationship of the individuals involved. Sexual harassment can also 

consist of persistent, unwanted attempts to change a professional or educational relationship to 

a personal one. Sexual harassment is distinguished from consenting or welcome sexual 

relationships by the introduction of the elements of coercion; threat; unwelcome sexual 

advances; unwelcome requests for sexual favors; other unwelcome sexually explicit or 

suggestively written, verbal, or visual material; or unwelcome physical conduct of a sexual 

nature. 

 

An individual who believes he/she has been subjected to or observed sexual harassment by any 

person associated within Snead State Community College (other than a President), shall report 

the action immediately, and in no event less than ten (10) calendar days following the event, to 

the Title IX Coordinator, Human Resources Director, or President. In conjunction with the 
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report, the individual shall provide a written statement, as well as any evidence the individual 

believes substantiates the complaint, and shall be required to assist in an appropriate 

investigation.   

The College shall designate an appropriate person to review and investigate the matter and may 

engage legal counsel for this purpose, as determined by the President.  This review and 

investigation shall be conducted promptly and within 45 calendar days if practical, but not later 

than 60 days, unless this period is extended by agreement of the complaining and responding 

parties.  The President or his/her designee shall issue a written response to the reporting 

individual within 15 calendar days if practical, but not later than 30 days unless this period is 

extended by agreement of the complaining and responding parties; once the review and 

investigation has been completed, and this written response shall be final.  
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POLICY 422.01:  Garnishment 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Code of Alabama 6-6-483; Local Policy 

CROSS REFERENCE:   

 

The salaries of all Snead State Community College employees are subject to a lawful writ of 

garnishment. 
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POLICY 423.01:  Criminal Background Checks 

 

EFFECTIVE:  04-13-2016 

 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE: Fair Credit Reporting Act 

 

CROSS REFERENCE:  ACCS Board Policy 623.01 

 

A criminal background check shall be conducted through a vendor selected by the Chancellor 

on all new hires and volunteers at each institution. A criminal background check may also be 

conducted for selected internal candidates or if the institution has reasonable suspicion that a 

current employee or volunteer has been convicted of a felony or a crime involving moral 

turpitude. Individuals convicted of a felony or crime involving moral turpitude will not be 

eligible for employment or volunteering except with the Chancellor's approval. 

Employment or volunteer service shall be contingent upon an acceptable criminal background 

check. 
Each new hire or current employee convicted of a felony or crime involving moral turpitude 

must obtain a recommendation from the President for the Chancellor’s approval that the new hire 

or current employee is suitable for employment.  Factors to be considered in determining 

whether the individual is suitable include, but are not limited to:  

a. the proximity or remoteness in time of the conduct  

b. the risk of harm to persons or property of the institution  

c. the nature of the crime and likelihood of recurrence 

d.  the nature of the job 

e. any extenuating circumstances  

 

Within five (5) calendar days, any employee convicted of a felony or a crime involving moral 

turpitude must report the conviction to the President.  An unreported conviction will be subject to 

disciplinary measures for failure to report.   

 

Vendors with regular contact with students will be required to perform background checks of 

their employees. 
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POLICY 423.02:  Background Checks for Child Development Program 

 

EFFECTIVE:  07-01-2011 

 

SUPERSEDES:   

SOURCE: 

 

CROSS REFERENCE:  ACCS Board Policy 623.01 

 

Background checks (criminal history records checks) are required at the student’s expense prior 

to the start of a Child Development (CHD) course.  Alabama Act 2000-775 requires criminal 

background checks for licensees, license applicants, volunteers, volunteer applicants, and 

prospective and current employees of licensed or approved child care facilities.  Background 

checks will be conducted by an agency approved by Snead State Community College.  

Background checks done by any vendor or agency that is not approved will not be accepted.  

Students must contract directly with the approved vendor and results are confidential. 

 

Verification of background checks from an approved agency (such as through an employer, 

DHR, etc.) must be sent directly to the Director of the Child Development program for the 

reporting agency.  If a prior check does not meet the standards, Snead State reserves the right to 

require the student to obtain the background through the approved Snead State vendor.  Refusal 

of an agency to accept a student will prevent a student from completing the CHD program.  The 

student will be responsible for clearing any denials reported with the approved vendor. 
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POLICY 424.01:  Reduction in Force 

 

EFFECTIVE:  01-10-2018 

 

SUPERSEDES:  

 

SOURCE:   Code of Alabama 16-60-111.4; 16-60-111.7; 16-24C-6(h)(3) 

 

CROSS REFERENCE:  ACCS Board Policy 624.01 

 

Snead State Community College may implement a reduction-in-force (RIF) action under the 

following conditions should such an action become necessary and appropriate under Alabama’s 

Students First Act of 2011 found in Alabama Code 16-24C-6(h)(3) with the written consent of 

the Chancellor. 

A reduction-in-force (RIF) is defined as: 

 Layoffs or other personnel actions that are unavoidable reductions in the workforce 

beyond normal attrition due to extraordinary circumstances such as but not limited to decreased 

student enrollment, shortage of revenues, programs or courses are impractical or economically 

unreasonable, or changes in academic mission, administrative or ministerial function that 

necessitates significant organizational changes. 

Pursuant to ACCS Board Policy 624.01, Snead State Community College (SSCC) provides these 

Reduction-in-Force Guidelines. 

I. Statement of Purpose 

 

To provide Snead State Community College systematic and equitable procedures for 

reducing the number of full-time employees during situations where such reduction is made 

necessary by extraordinary circumstances such as, but not limited to, lack of sufficient 

funds; a decline in enrollment in a given course, program, or discipline to the extent that 

continuation of the course, program, or discipline, is, or will likely become, impractical or 

economically unreasonable; or a change in academic mission, or administrative or 

ministerial function, of such a nature as to necessitate significant organizational changes. 

The procedures developed pursuant to this policy shall only be used when circumstances 

justify the implementation of the procedures.  

Not every release of an employee shall be considered to be a “reduction-in-force”. An 

isolated employee termination or non-renewal, particularly if done for just cause or as the 

result of a lack of satisfactory performance, shall not be considered a reduction-in-force for 

the purpose of these Guidelines. Reduction-in-force decisions will be made without regard 

for the employee’s race, color, sex, religion, nation of origin, age, or for any other unlawful 

reason, including discrimination against any employee covered by the Americans with 

Disabilities Act of 1990.   
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II. Reduction in Force Determination 
  

a. Each Snead State Community College employee has been identified in terms of 

job description, including minimal qualifications, and organizational unit.  This 

information has been documented through development of official job 

descriptions, signed by each employee, and filed in the Snead State Community 

College Office of Human Resources. 

  

b. In the event of a proposed declaration of Reduction-in-Force, the following 

factors will be considered in determining those employees who will be affected by 

the action. 
 

i. Temporary and/or part-time employees performing the same duties as 

non-temporary, full-time personnel will be released first.  The exception to 

this would be adjunct faculty members who are in the midst of teaching a 

semester course. 
 

ii. If need exists to remove employees beyond those who are temporary 

and/or part-time, those employees who are on probationary status, 

performing the same job as persons who are on non-probationary status, 

will be released before those who are non-probationary. 
 

iii. The following factors will be considered, should the action warrant release 

of full-time, non-probationary employees. 
 

1. The requirements of any applicable court order or consent decree. 

2. Seniority in the respective job classification taking into 

consideration minimum qualifications for the respective position. 

3. Seniority in the respective organizational unit. 

4. Seniority in general. 

5. Level of education acquired consistent with position requirements. 

 

c. In the event of a termination of employment to which the Alabama Students First 

Act procedures apply, strict adherence to prescribed Students First Act procedures 

will be followed. 

 

III.  Notification to the Chancellor 

 

In the event of a proposed reduction-in-force, Snead State Community College shall 

submit notification in writing to the Chancellor indicating each organizational unit, 

each employee to be affected by the reduction-in-force, and the manner in which the 

unit and the employee will be affected.   

 

IV. Placement and Rehiring 

 

a. Snead State Community College will immediately refer employees terminated as 

the result of a reduction-in-force action to all services available to them including 

unemployment benefits and retraining opportunities.  Employees will also be 

given information on retirement and cobra.  
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b. Snead State Community College will use the following guidelines for rehiring all 

full-time, non-probationary employees terminated as the result of a reduction-in-

force. 

i. A person terminated as a result of a reduction-in-force action will have the 

right to be rehired for the position from which terminated for a period of 

three (3) calendar years. 

ii. Such person will be notified in writing that the position from which he/she 

was terminated is available.  Notification will be sent by certified mail to 

the last known address provided to the College. 

iii. Such person will have fifteen (15) calendar days from receipt of 

notification by the College to accept in writing the offer of reemployment.  

If the written acceptance is mailed, the date of postmark shall be deemed 

the date of response.  

iv. If no person who formerly held a position accepts an offer to be reinstated to 

that position, or if the person with first refusal right to the opening, the 

opening shall be deemed offered to all qualified former employees who are 

on special consideration status in reverse order from which the former 

employees were respectively released from employment. In the event that 

more than one qualified employee with special consideration status were 

released on the same date, then all such employees will be interviewed by 

the President, and the President shall offer the position to the former 

employee whom the President deems to best meet the needs of the College. 

 

V.  Exceptions to the Guidelines 

 

In the event that Snead State Community College implements a reduction-in-force 

action and the President determines that a full-time, non-probationary employee who is 

not the senior person in a given job classification or occupational area possesses a 

certain license, certification, or job skill, the loss of which would be severely 

detrimental to the operation of the College, the President will request review and 

approval by the Chancellor of an exception to the guidelines relating to the release of 

full-time, non-probationary employees.  The needs of the College will take precedence 

over probationary or non-probationary hiring and rehiring.    
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POLICY 425.01:  Evaluation of Personnel 

EFFECTIVE:  07-01-2011 

SUPERSEDES:   

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

The President shall be responsible for the development and implementation of an evaluation 

system whereby all instructors and other employees at the College are evaluated at least 

annually.  Individual written evaluation records will be maintained for all employees. 
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POLICY 426.01:  Orientation of Personnel 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

During the first thirty days of employment, all full-time personnel will complete formal 

orientation training.  This orientation will be conducted by the Office of Human Resources. 

Orientation includes, but is not limited to, personnel policies, personnel forms to be used by 

employees, and information regarding benefits (i.e. health insurance, retirement, leave). 
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POLICY 427.01:  Types of Employment 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

Employees may be full-time, part-time, or adjunct.  Full-time employees work the standard 

college week and are employed on a semester, nine-month, or twelve-month contract.  These 

employees are eligible for leave and other benefits described in this handbook. 

Part-time employees are employed on a semester, nine-month, or twelve-month basis and 

maintain a schedule that represents a fractional part of the full-time employees’ schedule. There 

are certain circumstances under which a part-time employee is eligible to participate in the 

Teachers’ Retirement System and/or is eligible for health insurance benefits.  It is advisable for 

the part-time employee to consult with the Human Resources Office to determine status of 

eligibility.   

Adjunct instructors are hired for less than the normal contract period.  Adjunct instructors 

usually are classified here since employment is on a per course basis and only for one semester at 

a time.  Part-time clinical instructors are employed on an hourly basis for no more than 19 clock 

hours per week per semester.  Adjunct and part-time clinical instructors do not accrue leave or 

qualify for any other staff benefits. 
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POLICY 427.02:  Optional Four-Day Work Schedule 

EFFECTIVE:  07-01-2008 

SUPERSEDES:   

SOURCE:   Local Policy 

CROSS REFERENCE:  ACCS Board Policy 608.02 

 

Snead State Community College shall provide the option for an employee to work four extended 

days per week with the recommendation of the direct supervisor, relevant Cabinet member and 

the written approval of the College President. 

 

Guidelines: 

 

1. Snead State Community College will provide all college services a minimum of five days 

per week (Monday through Friday). 

2. Each Cabinet member will review all college services and functions with his/her 

operational area and establish hours of service for each department on an annual basis. 

3. No employee shall be scheduled to work an extended day against her/her wishes. 

4. An extended day shall consist of the hours 7:00 a.m. through 5:30 p.m. with a 30 minute 

lunch break or 7:00 a.m. through 6:00 p.m. with a 60 minute lunch break. 

 

Procedures: 

 

1. An employee must request the optional four-day work schedule in writing to his/her 

supervisor. 

2. The supervisor and relevant Cabinet member shall review the request to determine its 

feasibility. 

3. The relevant Cabinet member then recommends approval of the request to the College 

President. 

4. The College President responds in writing to the relevant Cabinet member. 
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POLICY 428.01:  Official College Representation 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

The President or his designee serves as the official representative and voice of the College to all 

constituents including, but not limited to, the media, government officials, civic leaders, 

educational agencies (including the Alabama Community College System).  At no time should 

any employee of the College act as an official representative or spokesperson for the College 

without authorization from the President. 
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POLICY 429.01:  Political Activity 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

All personnel are encouraged to participate actively and freely as citizens in their community.  

However, no employee may use his or her position, scheduled work hours, or College resources 

for political purposes that violate Alabama ethics laws. 
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POLICY 430.01:  Retirement 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Code of Alabama 16-25-1(3); Local Policy 

CROSS REFERENCE:   

 

Full-time employees of Alabama Community College System institutions are members of the 

Teachers’ Retirement System of Alabama.  Payroll deductions for retirement will be made as 

required by law.  
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POLICY 430.02:  Insurance 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

Any full-time or permanent part-time employee working 20 hours or more per week is entitled to 

participate in an approved hospitalization insurance plan according to the following guidelines: 

      1.   All full-time employees are eligible for the coverage. 

2.   Payments must be made directly to the vendor(s) of the hospital-medical insurance.      

3.   Payments shall not be made to the individual employee. 

4.   An employee who chooses not to participate in a hospital-medical insurance plan is 

not entitled to a cash payment. 

5.   Payment of this benefit can be made only for hospital-medical insurance premiums on 

plans that meet all of the following conditions. 

a.   The majority of the full-time employees at the institution must be eligible                                                                                                                                
      for coverage. 
  
b.  The majority of the full-time employees must agree upon the plans and the             

     carriers. 

 

  c.  The plan's benefits must be directly applicable to payment of hospital    

       and/or doctor's bills. 

 

(Income or payroll protection, accidental death life insurance, and similar plans do not qualify.) 

Insurance Plans Available To Employees 

      PEEHIP or HMO 

   Supplemental Group Plans 
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POLICY 431.01:  Use of College Facilities 

EFFECTIVE:  07-01-2011; 04-13-2016; 01-09-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:  ACCS Policy 500.01 and 507.01; Code of Alabama 16-60-111.4,  

16-60-111.10    

 

The use of Snead State Community College facilities and/or grounds shall be compatible with the 

mission, philosophy, functions, and objectives of the Alabama Community College System and the 

College. 

All use of College facilities for a SSCC sponsored event shall require prior approval by the 

appropriate administrator(s) and the Event Coordinator through the submittal of the appropriate 

Events Request Form. 

Approval for the public use of college facilities and/or grounds shall be delegated to the President 

and should be reserved through the Event Coordinator. 
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POLICY 432.01: Employee Identification Badges 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

In an effort to maintain the highest level of safety and security on the Snead State Community 

College Campus and Arab Instructional Site, all employees are encouraged to wear official 

employee identification badges while on duty.  Any alteration or defacing of the official employee 

identification badge is prohibited.  
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POLICY 433.01: Consultant Services 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

Consultant services require prior approval from the President.  Each consultant contract must 

include a specified ‘product’ (services, written report and analysis, etc.) within the terms of the 

Agreement for Consultant Services. 
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POLICY 434.01:  Public Relations 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   

 

The President through the Director of Marketing/Public Relations will coordinate the public 

relations aspect of the College.  On occasions when members of the faculty and staff are contacted 

individually by the media, they are to refer all media contacts to the Office of the Director of 

Marketing/Public Relations, who will then make arrangements to distribute information or 

schedule necessary interviews.  Members of the faculty and staff are required to consult with the 

Director of Marketing/Public Relations prior to participating in any media interview.   

  

Any printed material intended for external use that is not initially developed through the Office of 

Marketing/Public Relations must be routed to the Director of Marketing/Public Relations prior to 

distribution.  All printed material, i.e. flyers, brochures, catalogs, course schedules and press 

releases, must receive final approval from the President and/or the Director of Marketing/Public 

Relations prior to distribution. 

  

Members of the faculty and staff are encouraged to submit news items for release.  Newsworthy 

events will be publicized through press releases and media contacts prepared by the Office of the 

Director of Marketing/Public Relations.   
 

Any advertising for the College, with the exception of ads placed through the Office of Human 

Resources, must be coordinated through the Director of Marketing/Public Relations for design, 

development, or placement with the local media. 

 

The Director of Marketing/Public Relations will also coordinate any media coverage of an event 

and will serve as a liaison between the College and the media. 
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POLICY 435.01:  Outside Speakers 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE: 

 

As one element of engaged learning, classroom instructors or College staff may augment learning 

experiences for students through the use of guest speakers.  It is the shared responsibility of all 

College employees who engage outside speakers to assure that both the topic and the presentation 

are consistent with the College mission and will reflect positively upon the institution. 
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POLICY 435.02:  College Master Calendar 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:      

 

The College’s Master Calendar is maintained by the Office of Public Relations/Marketing.  Details 

of all scheduled events/activities must be submitted to the Office of Public Relations/Marketing for 

inclusion on the College’s Master Calendar and website.  
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POLICY 436.01:  Computer Resources Acceptable Use Policy 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:       

 

Computer resources are defined as all SSCC owned host systems, personal computers, laptops, 

printers, software, communications devices, peripherals and supplies.  These guidelines 

supplement existing institutional policies as well as applicable state and federal laws and 

regulations.  The computing resources at Snead State Community College are intended to support 

the educational and administrative endeavors of faculty and staff.  Access to and use of SSCC 

computing resources is a privilege and therefore should be treated as such.  Snead State 

Community College reserves the right to audit networks and systems on a periodic basis to ensure 

compliance with this policy.  Any violation of this policy could result in privileges being 

suspended, an official reprimand, termination, and/or criminal prosecution if laws have been 

broken.  The following activities are prohibited on all SSCC computing resources: 

 

1. Altering system software or hardware configurations without authorization of the SSCC 

IT department. 

2. Accessing via the Internet or any other means of pornographic, obscene, or 

questionable material. 

3. Installing, copying, distributing or using software that has not been authorized by the 

SSCC IT department. 

4. Using computing resources for illegal activities. 

5. Accessing or attempting to access another user’s files, e-mail, or other computing 

resources without their permission. 

6. Allowing unauthorized users to utilize your account. 

7. Using computer resources for commercial or profit-making purposes without written 

authorization from SSCC. 

8. Creation and/or distribution of viruses or other destructive programs. 

9. Originating or proliferating electronic mail or other messages that may be deemed as 

obscene, abusive, or inappropriate.  E-mail is covered under the Electronic 

Communications Privacy Act of 1986.  This act provides for prosecution of individuals 

found surreptitiously capturing, reading, or altering another’s e-mail without 

permission. 

10. Violating Alabama Research and Engineering Network policies provided in the 

Alabama Supercomputer Authority Policy. 

Note:  All Snead State employees are required to sign an agreement to comply with the Computer 

Resources Acceptable Use Policy for Employees. 
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POLICY 436.02:  Supported Software Policy 

EFFECTIVE:  07-01-2011; 08-19-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:      

 

It is the policy of the Snead State Community College Information Technology Department to 

provide technical support only for supported software products.  Which software products are 

deemed as supported is determined by the IT Department with input from faculty and staff.  

Current versions of the following software products are considered as “supported”: 
 

• Microsoft Windows  

• Microsoft Office  (Word, Excel, PowerPoint, Access, FrontPage, Outlook, 

Publisher) 

• Microsoft Visual Studio  

• Camtasia Studio & Relay 

• Internet Explorer  

• Mozilla Firefox 

• Adobe Acrobat Reader 

• Adobe Creative Suite 

• Any administrative mandated software 

• Any academic software required by courses 

• Banner 

• Chrome 
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POLICY 436.03:  Policy Regarding Use of Social Media Sites or any Internet-Based                                                      

                              Application 

 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:       

 

Snead State Community College recognizes the use of social media websites and other internet-

based applications as a useful tool to share information, to market the College, and to provide a 

space for communication between college officials, students and alumni.  Because of the value of 

these resources, the College has established the following policy for use of the College’s official 

social media profiles or pages by College employees, students, and alumni.  Snead State reserves 

the right to remove any posts, photos or videos that do not comply. 

 

Be respectful.  We respect the dignity of others and the thoughtful discussion of opposing ideas.  

Content deemed acceptable for post on the College’s social media sites may be positive or negative 

in context, regardless if it is favorable or unfavorable to SSCC.  However, language that is illegal, 

obscene, defamatory, threatening, infringing of intellectual property rights, invasion of privacy, 

profane, libelous, threatening, harassing, abusive, hateful or embarrassing to any person or entity, 

or otherwise injurious or objectionable is unacceptable and shall be removed. 

 

Be accurate.  Please know your facts before you post.  Any errors in a post should be corrected 

quickly. 

 

Keep a focus on SSCC.  The site may not be used to promote businesses, causes, political 

candidates or a personal agenda.  The social media sites are to be used for information sharing, 

marketing, and communication among employees, students and alumni. 

 

The Office of Marketing/Public Relations shall oversee all College presence on social networking 

sites.  New College-related social media sites or pages should be established through the Office of 

Marketing/Public Relations with the official College profile being named an administrator for the 

new sites.  Existing sites and pages will be reviewed routinely and may be amended or, when 

necessary, removed. 

 

All policies, procedures and guidelines regarding Snead State trademarks, name, and symbols 

apply to social networking sites.  Snead State does not permit explicit or implied institutional 

endorsements of any kind through the use of its names, trademarks, logos or images, including 

pictures of campus buildings. 

 

Respect college time and property.  College computers and employee work time are to be used 

for college-related business.  It’s appropriate to post at work if your comments are directly related 
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to accomplishing work goals, such as seeking sources of information or working with others to 

resolve a problem. 

 

Maintain confidentiality.  Do not post confidential or proprietary information about Snead State, 

its students, its alumni or fellow employees.  Use good ethical judgment and follow College 

policies and government requirements, such as FERPA. 

 

Protect your privacy.  Comments posted to SSCC’s social media sites are visible to all.  

Therefore, users should refrain from posting personal information, such as phone numbers, e-mail 

addresses, etc.  If there is a need to follow-up with an individual, such information should be 

exchanged through a private message through the social media sites to a page administrator. 

 

SSCC is not responsible for the content of any website outside of the snead.edu domain.  The 

inclusion of any non-college link does not imply endorsement by SSCC of that website. 

 

Posts by page administrators will appear next to the official page icon.  Any other comments on 

the site do not necessarily reflect the opinions and position of SSCC.  Individuals are legally 

responsible for the comments they post. 

 

Your commitment.  By posting any comments, links or other material on SSCC websites, you 

give SSCC the right to reproduce, distribute, publish, display, edit, modify, and otherwise use your 

submission for any purpose in any form and on any media.  You also agree that you will not: 

• Post material that infringes on the rights of any third party. 

• Post material that is unlawful, obscene, defamatory, threatening, harassing, 

abusive, slanderous, hateful, or embarrassing to any other person or entity 

as determined by SSCC in its sole discretion. 

• Post ads or solicitations of business. 

• Post chain letters or pyramid schemes. 

• Impersonate another person. 

• Allow any other person or entity to use your identification for posting or viewing 

comments. 
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POLICY 437.01:  Independent Study 

EFFECTIVE:  07-01-2011; 11-06-2019 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:   Chancellor’s Procedures for Policy 608.01  

 

Independent Study is a means of instructional delivery that allows an individual student to replicate the 

learning from a regular credit course through a one-on-one experience between student and faculty.  

Independent Study must be approved by the instructor, the Division Director, and the Vice President 

for Academic Affairs prior to the beginning of the class.  Independent Study should be used primarily 

to allow a student to graduate. 

Independent Study is not the same as Directed Study.  Directed Study classes are available within 

some disciplines to allow students to pursue specific learning opportunities that are beyond the content 

of regular courses.  Examples of appropriate applications of Directed Study would include Service 

Learning projects, undergraduate research projects, or an artistic project, such as composing a piece of 

music.  Such a course is under faculty supervision and needs approval of the Division Director and the 

Vice President for Academic Affairs prior to the start of the class. 

Faculty who instruct students classified as independent study students will receive $50 per credit 

hour generated in compensation.  For example, a faculty member who has 5 students enrolled in a 

3 credit hour class classified as independent study would receive $50 x 15 total credit hours = 

$750.  

The maximum number of credit hours any faculty member may teach on an independent  

study basis is 40 credit hours. 

Regularly scheduled classes that fail to meet the established minimum enrollment threshold 

(currently 8 students) may be taught as either a full pay class or as independent study for the 

individual students. Independent Study sections must be approved by the instructor, the Division 

Director, and the Vice President for Academic Affairs prior to the beginning of the class. The final 

decision concerning class format and instructor pay for such classes shall be made by the Vice 

President for Academic Affairs based upon the needs of the individual students and the College. 

Independent Study should be used primarily to allow a student to graduate. 

Any exceptions must be approved by the President. 
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POLICY 437.02:  Communicable Disease Policy 

EFFECTIVE:  07-01-2011 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:      

 

Snead State Community College shall not discriminate against applicants, employees, students, or 

persons utilizing College services that have or are suspected of having a communicable disease.  

As long as employees are able to perform satisfactorily the essential functions of the job, and there 

is no medical evidence indicating that the employee’s condition is a threat to the health or safety of 

the individual, coworkers, students, or the public, an employee shall not be denied continued 

employment. 

 

Applicants shall not be denied employment, nor shall students be denied admission to the campus 

or classes, nor shall persons utilizing Snead State services be denied services based on whether 

they are suspected of having a communicable disease so long as there is no threat to the health and 

safety of students, staff, or others involved. 

 

Snead State will consider the educational or employment status of individuals with a 

communicable disease or suspected of a communicable disease on an individual, case-by-case 

basis if there is the potential for a threat to the health or safety of the individual, coworkers, 

students, or the public.  This determination shall be the responsibility of the Vice President for 

Student Services. 

 

Internal Guidelines on Control of Communicable Diseases 

 

Because persons or animals with communicable diseases may not be identified in advance, the 

following safety guidelines shall be followed in handling blood and body fluids of any student, 

employee, or laboratory animal.  The guidelines follow the recommendations of the United States 

Public Health Service. 

 

1.  Disinfection 

All surfaces which become contaminated with blood or other body fluids must be cleaned and 

disinfected with either a commercial disinfectant or with household bleach freshly diluted in a 

1:10 dilution. 

 

2.  Equipment 

All equipment used in contact with mucous membranes or to puncture the skin shall be steam 

sterilized by autoclave before reuse or safely discarded.  Needles or other sharp implements 

should be disposed of in a container that will not allow the instrument to penetrate the container 

and hence pose a hazard to the waste handler.  Contaminated disposable materials must be 

disinfected or sterilized prior to disposal or incineration. 
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3.  Teaching Laboratories 

Laboratory courses requiring exposure to blood shall use sterile blood-letting devices.  Students 

should be instructed in the safe use and disposal of such devices.  All equipment which comes 

in contact with blood or other body fluids shall be disinfected, steam sterilized, or disposed of 

by incineration.  No student, except those in health care professions, shall be required to obtain 

or process their own blood or the blood of other persons. 

 

4.  Incident Reports 

If an incident occurs which requires assistance in complying with these guidelines, the situation 

should be reported immediately to the business office.  If an accident results in failure to 

comply with these guidelines, the details of the accident should be reported in writing to the 

Vice President for Student Services. 
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POLICY 437.03:  Intellectual Property Rights Policy 

EFFECTIVE:  04-13-2016 

SUPERSEDES:   

SOURCE:   Local Policy 

CROSS REFERENCE:  ACCS Board Policy 321.01; Code of Alabama 16-60-111.4 

 

Copyrighted or trademarked material of patented inventions developed totally or partially on 

College time with the use of College materials or facilities or with College funding shall be owned 

by the College. 

 

An employee has the right to trademark of copyright any literary material and to patent any 

inventions unless duties of the employee or requirements of the program that the employee works 

charges the employee with, or includes, the duty of producing material for the institution to 

copyright or trademark, or to develop an invention for the institution to patent.  

 

The development of an instructional text or other instructional resources or technology by an 

instructor partially on his/her own time and expense and partially on institution time using 

institution resources results in the complete and exclusive ownership by the institution of all 

resulting copyrights and/or patents. Under certain circumstances, however, the institution may 

distribute a portion of the royalties received from the publication and/or sale and/or use of the 

instructional text or other instructional resources or technology in a manner that is reasonable and 

that will not conflict with applicable state or federal laws or other Board of Trustees policies. The 

following conditions must be met:  

 

a. The institution must have or must implement a policy by which all instructors who 

develop a marketable instructional text or other instructional resources or technology are 

treated on an equal and fair basis with regard to any compensation supplemental to the 

instructors’ pay.  

b. Any such payment of additional compensation made to the instructor must be made 

solely from the proceeds derived from the publication, sale, or distribution of the 

instructional text or other instructional resources or technology, and not from any other 

state or federal funds.  

c. The portion of any royalties to be received by an instructor must have a direct 

relationship to the verifiable amount of an instructor’s personal time, resources, and 

funds which will be reasonably and necessarily used in the development of the 

instructional text or other instructional resources or technology, as compared to the 

verifiable total amount of all time, resources, and funds to be devoted to the 

development of the instructional text or other instructional resources or technology.  

d. Any agreement between the institution and the instructor for any such compensation 

must be prospective, occurring prior to the development of the instructional text or other 

instructional resources or technology, and must be approved in writing by the 

Chancellor prior to the payment of any such compensation to the instructor.  
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e. Any agreement between the institution and the instructor for such compensation must 

contain a caveat that the execution of such agreement does not provide an exemption 

from and does not imply compliance with the Alabama Ethics Law. Within ten (10) days 

of the execution of such agreement, a copy of the agreement should be filed with the 

Alabama Ethics Commission.  

 

The employee shall be entitled to all profits earned from copyrighted or trademarked materials or 

patented inventions developed exclusively on the employee’s time and without the use of 

institution funds, materials, or facilities. 
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POLICY 437.04:  Academic Integrity Policy 

EFFECTIVE:  10-07-2015 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:       

 

Students of Snead State Community College are expected to behave as responsible members of 

the college community and to be honest and ethical in their academic work. SSCC strives to provide 

students with the knowledge, skills, judgment, and wisdom they need to function in society as 

educated adults. To falsify or fabricate the results of one’s research; to present the words, ideas, data, 

or work of another as one’s own; or to cheat on an examination corrupts the essential process of 

higher education and is a disservice to the student and to Snead State. All members of the Snead 

State Community College community, students, faculty, and staff, share the responsibility and 

authority to challenge and make known acts of academic dishonesty. Further, students, faculty and 

staff should ensure that policies regarding academic integrity are clearly outlined in course materials, 

including course syllabi. 

Guidelines for Academic Integrity 

Students assume full responsibility for the content and integrity of the coursework they submit. 

The following are guidelines to assist students in observing academic integrity: 

Students must do their own work and submit only their own work on examinations, reports, and 

projects, unless otherwise permitted by the instructor. Students are encouraged to contact their 

instructor about appropriate citation guidelines. 

Students may benefit from working in groups. However, students must not collaborate or 

cooperate with other students on graded assignments, examinations, or other academic 

exercises unless clearly directed to do so by the instructor. 

Students must follow all written and/or verbal instructions given by instructors or designated 

college representatives prior to taking or during examinations, placement assessments, tests, 

quizzes, and evaluations. 

Students are responsible for adhering to course requirements as specified by the instructor in the 

course syllabus. 

Students taking courses that have an off-campus component (internships, observations, clinical 

placements, etc.) must follow all guidelines and expectations of the hosting site in addition to 

any course requirements related to the placement. 
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Forms of Academic Dishonesty 

Note:  Snead State Community College recognizes that when students make a good faith attempt 

to credit sources, some mistakes in citation format or use of quotations should be viewed as errors 

in form and mechanics rather than true plagiarism. 

Actions constituting violations of academic integrity include, but are not limited to, the following: 

Cheating:  intentionally using or attempting to use unauthorized materials, information, or study 

aids in any academic exercise. Examples of cheating include, but are not limited to: 

Copying from another’s assignment or receiving unauthorized assistance from another during 

an academic exercise or in the submission of academic material. 

Using a calculator, computer or other materials when not authorized by the instructor. 

Collaborating with another student or students during an academic exercise without the 

consent of the instructor. 

Fabrication:  intentional and unauthorized falsification or invention of any information or 

citation in an academic exercise. 

Multiple Submissions:  submission of academic work for which academic credit has already 

been earned (i.e. submitting the same essay in two different classes) and when such 

submission is made without authorization from the instructor. 

Plagiarism:  intentionally or knowingly representing the words or ideas of another as one’s own 

in any academic exercise. The following are considered to be forms of plagiarism: 

Word-for-word copying of another person’s ideas or words. 

Interspersing one’s own words within a document while, in essence, copying another’s work. 

Rewriting another’s work, yet still using the original author’s fundamental idea or theory 

without giving credit to the original author using a proper citation. 

Inventing or counterfeiting sources. 

Submission of another’s work as one’s own. 

Neglecting quotation marks on material that is otherwise acknowledged. 

Misuse of Academic Materials:  the misuse of academic materials includes, but is not limited 

to, the following: 

Stealing or destroying college or library reference materials, or computer equipment and/or 

programs. 

Stealing or destroying another student’s notes or materials, or having such materials in one’s 

possession without the owner’s permission. 

Receiving assistance in locating or using sources of information in an assignment, when such 

assistance has been forbidden by the instructor. 
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Illegitimate possession, disposition, or use of examinations, test banks or answer keys to 

examinations. 

Unauthorized alteration, forgery, or falsification of academic records. 

Unauthorized sale or purchase of examinations, papers, projects or assignments. 

Complicity in Academic Dishonesty Or Facilitating Academic Dishonesty:  intentionally or 

knowingly helping or attempting to help another to violate any provision of this policy or 

otherwise contributing to another’s acts of academic dishonesty. 

Misconduct at off-campus placements: Any issues related to an off-campus placement (e.g.,     

      clinical placements, observations, or internships) may be considered violations of the      

      academic integrity policy.  These include disruptive behavior, tardiness, or failure to abide   

      by any expectations of the hosting site.   

Academic Dishonesty Documentation 

The faculty member observing or investigating the apparent act of academic dishonesty 

documents the commission of the act, by writing down the time, date, place, and a description 

of the act. 

The faculty member collects evidence, often by photocopying the plagiarized assignment and 

creating a paper trail of all that occurs after the alleged act of academic dishonesty. The 

evidence may include various samples of the student’s work showing a radical disparity in 

style or ability.  The evidence may also include data from the learning management system 

(Blackboard) or other technology platforms used by the college (e.g., SafeAssign). 

The faculty member provides the student an opportunity to explain the incident. 

The faculty member explains to the student the procedures and penalties for academic dishonesty 

and gives the student a copy of this Academic Integrity Policy. 

The faculty member may resolve the matter by determining an appropriate course of action, which 

may include a written warning, a grade of “F” on an assignment, project, or examination, or 

no further action. 

Faculty must report all violations of academic integrity and the course of action taken to the Vice 

President for Academic Affairs 

If the accused student contests the faculty member’s decision, a meeting with the division director 

may be requested to informally resolve this matter. 

If this matter cannot be resolved with the division director; or if the student contests the decision 

made in consultation with the division director; or if the faculty member wishes to initiate 

further action beyond a failing grade on the assignment(s) in question (e.g. assign a lower 

grade or a grade of “F” for the course or recommend academic program dismissal based solely 



 

Page | 102  
 

on academic dishonesty), the student is entitled to an Academic Disciplinary Committee 

hearing.  

Penalties for Academic Dishonesty 

If a student is found responsible for violating academic integrity policies, any one or a 

combination of the following penalties may be imposed by the faculty member, or by the faculty 

member and his/her supervisor: 

Verbal or written warning. 

The student would repeat an assignment, project, or examination under specified conditions. 

A grade of “F” for the assignment, project, or examination. 

A lower grade or a grade of “F” for the course, if the academic misconduct is particularly serious 

(not limited to a single assignment, misconduct at a clinical placement, etc.).  In the event a 

numerical grade is required, the instructor should also assign an appropriate numerical grade 

for the assigned letter grade. 

Any violations of the Academic Integrity Policy that are found to be serious enough to warrant a 

lower or failing course grade may also be considered disciplinary violations.  Students found to be 

guilty of such violations may be subject to additional penalties by the Vice President for Academic 

Affairs.  Any penalties assigned by the Vice President for Academic Affairs will be recorded in the 

student’s discipline records, which are maintained in the Office of the Vice President for Student 

Services.  The Vice President for Student Services may also issue the following disciplinary 

sanctions: 

Disciplinary written warning to the student. 

Disciplinary probation with or without the loss of privileges for a definite period of time. The 

violation of the terms of the disciplinary probation or the breaking of any college rule during 

the probation period may be grounds for suspension or expulsion from the College. 

Suspension from Snead State Community College for a definite period of time. 

Expulsion from Snead State Community College. 

Other disciplinary action as deemed appropriate may include, but is not limited to:  referral to 

support services and/or programs; assignment of written apology or essay; participation in 

community service activities. 

Student Due Process:  Appeals Procedure 

An Academic Disciplinary Committee hearing may be requested by a student who contests the 

decision made by the faculty member (in consultation with the division director) OR by the faculty 

member who wishes to initiate further action or cannot resolve the matter as specified above. 

A student request for an Academic Disciplinary Committee hearing:  the student requesting the 

hearing must submit a Request for Disciplinary Committee Hearing to the office of the Vice 
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President for Academic Affairs within ten (10) days of the notification of academic 

dishonesty decision by faculty or division director. 

A faculty request for an Academic Disciplinary Committee hearing:  The faculty member 

must report the incident and provide evidence to the Vice President for Academic Affairs within 

ten (10) working days of the alleged act of academic dishonesty or within ten (10) days of 

meeting with a division director. 

Within ten (10) working days of receiving a request for an Academic Disciplinary 

Committee hearing, the Vice President for Academic Affairs will notify all parties in writing of 

the date, time and location of the Academic Disciplinary Committee hearing. 

The Academic Disciplinary Committee shall be appointed by the Vice President for Academic 

Affairs ad hoc as cases arise rather than be a standing committee. The committee will be 

comprised of: 

Three appointed faculty members 

Two appointed student services representatives 

Vice President of the Student Government Association 

In addition to the above Academic Disciplinary Committee members, the faculty member who 

made the allegation shall also be invited to attend. 

At the Academic Disciplinary Committee hearing, both the faculty member and the student will 

have the opportunity to hear the charges and present his/her side of the case. The student may 

bring an advisor, who may advise and support the student but may not present the case. If the 

student misses the hearing, the Academic Disciplinary Committee may proceed with the process to 

completion. 

Following the Academic Disciplinary Committee hearing, members shall make a 

recommendation for action to the Vice President for Academic Affairs. This recommendation shall 

be in writing within five (5) working days of the Academic Disciplinary Committee hearing. The 

Vice President for Academic Affairs will determine if the action recommended by the Academic 

Disciplinary Committee is appropriate, and will issue a final decision. 

The Vice President for Academic Affairs may issue the following disciplinary sanctions: 

Disciplinary probation with or without the loss of privileges for a definite period of time. The 

violation of the terms of the disciplinary probation or the breaking of any college rule during 

the probation period may be grounds for suspension or expulsion from the College. 

Suspension from Snead State Community College for a definite period of time. 

Expulsion from Snead State Community College. 
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Other disciplinary action as deemed appropriate may include:  referral to support services and/or 

programs; assignment of written apology or essay; participation in community service 

activities. 

Within ten (10) working days of the hearing, the Vice President for Academic Affairs will issue 

written notification of the decision to the student, faculty member, and division director.  A copy 

of the decision will be sent to the Vice President for Student Services. 

For questions or comments regarding the contents or procedures of this policy, please contact 

the office of the Vice President for Academic Affairs at Snead State Community College. 
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POLICY 438.01:  Violence Threat Response 

EFFECTIVE:  12-14-2016 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:  ACCS Board Policy 219.01 and 510.01; Code of Alabama Section 16-

60-111.4   
 

 

It is the intent of Snead State Community College to provide a safe workplace and a safe 

educational environment, free of acts or threatened acts of violence, including hostile behavior, 

physical or verbal abuse, or possession of weapons or dangerous materials of any kind on Snead 

State Community College property or while conducting College business against employees, 

contractors, students, visitors, or anyone else.  Violence or threats of violence will not be tolerated. 

 

Third Party Influences. Contractors, students, and/or visitors purposefully threatening the safety 

of others on the College premises may be subject to immediate removal from the premises and/or 

prosecution under the law. Students may also be subject to disciplinary procedures under the 

institution’s student discipline code. 

 

Employees. To ensure both safe and efficient operations, the ACCS Board of Trustees expects and 

requires all employees to display common courtesy and to engage in safe and appropriate behavior 

on the job at all times. Any involvement in acts or threatened acts of violence, including hostile 

behavior, physical or verbal abuse, or possession of weapons or dangerous materials of any kind is 

considered unacceptable behavior that violates this standard of appropriate behavior in the 

workplace and in the educational environment. 

 

Employees are responsible for their conduct on the College premises, whether they are on or off 

duty.  ACCS Board of Trustees and institutional rules of conduct and behavior expectations also 

apply when employees are traveling on College business as well as any time employees are 

working for or are representing the College away from the premises. 

 

The College will promptly investigate any physical or verbal altercation, threats of violence, or 

other conduct by employees that threatens the health or safety of other employees or students or 

the public or otherwise might involve a breach of or departure from the conduct standards in this 

policy. A search of property may be conducted, under appropriate circumstances. All incidents of 

physical altercations or threats of violence are treated as gross misconduct and will result in 

disciplinary action up to and including termination of employment for employees and disciplinary 

action up to and including expulsion for students. 

 

Retaliation in any form against an individual who exercises his or her right to make a complaint 

under this policy, or who provides information in the investigation of a complaint, is strictly 

prohibited and will result in appropriate disciplinary action up to and including termination of 
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employment for employees and appropriate disciplinary action up to and including expulsion for 

students. 
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POLICY 438.02:  Firearms on Campus 

EFFECTIVE:  04-13-2016 

SUPERSEDES:   

SOURCE:   Code of Alabama 16-60-111.4 

CROSS REFERENCE:  ACCS Board Policy 511.01  

 

Firearms are prohibited on campus or on any other facility operated by Snead State Community 

College.  Exceptions to this policy are: 

Law enforcement officers legally authorized to carry such weapons who are officially enrolled in 

classes or are acting in the performance of their duties or an instructional program in which 

firearms are required equipment. 
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POLICY 439.01:  Records Management Policies and Procedures 

EFFECTIVE:  01-18-2012 

SUPERSEDES:  College Handbook, Revised November 2006 

SOURCE:   Local Policy 

CROSS REFERENCE:  ACCS Board Policy 214.01; Code of Alabama 41-13-21  

 

The Records Management Division of the Alabama Department of Archives and History serves as 

the administrative body of the State Records Commission.  As such, Snead State Community 

College adheres to the policies and procedures set forth by the Alabama Department of Archives 

and History. 

 

All Snead State Community College employees are required by law (Code of Alabama 36-12-2) to 

create and maintain records that document the conduct of the business of their offices.  All records 

created or received in the course of work, including written, electronic, audio, and video records, 

are governmental records and, as such, must not be disposed of or removed without proper 

authorization. 

 

No records should be destroyed until an employee submits a Records Destruction Notice and 

receives written approval from his/her supervisor and the Vice President for Student Services. 

 

Specific retention periods for the records created by Snead State Community College are listed in 

the Alabama College System Records Disposition Authority (RDA).  Each employee of the 

College has a responsibility to become familiar with this document.  A copy of the RDA may be 

obtained from the Vice President for Student Services, who serves as the Records Liaison with the 

Alabama Department of Archives and History. 
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POLICY 440.01:  Confidentiality of Student Records 

EFFECTIVE:  05-10-2017 

SUPERSEDES:   

SOURCE:   20 U.S.C. 1232g; 34 CFR Part 99; ACT #2015-125 

CROSS REFERENCE:  ACCS Board Policy 808.01  

 

Snead State Community College must protect the security, confidentiality, and integrity of its 

student records and comply with the Family Educational Rights and Privacy Act (FERPA), known 

as the Buckley Amendment. 

 

This federal law was designed to establish the rights of students to inspect and review their 

education records, prevent the release of educational records to third parties without written 

permission of the student, and to provide guidelines for the correction of inaccurate or misleading 

data through formal and informal hearings. 

 

Information contained in education records is confidential but may be reviewed by school officials 

who have a legitimate educational interest in the student without prior consent of the student.  

“School official” is defined as an individual classified as faculty, administrative, professional, or 

staff.  A school official has a legitimate educational interest if a review of a student’s record is 

necessary to fulfill the official’s professional responsibilities at Snead State Community College. 

 

Directory information may be released without prior written consent of the student unless the 

student formally requests that such information be kept confidential.  Directory information is 

limited to the following: student’s name, address, telephone number, email address, date and place 

of birth, major field of study, participation in officially recognized activities and sports, weight and 

height statistics for athletic team members, dates of attendance, grade level, enrollment status, 

degrees and awards received, previous educational colleges most recently attended, photographs, 

and honors. 

 

A statement concerning student records, including procedures for inspecting, reviewing and 

amending records, is provided in the SSCC Student Handbook. 

 

All Snead State Community College employees are required to sign an agreement acknowledging 

understanding of The Family Education Rights and Privacy Act of 1974. 
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POLICY 441.01:  Faculty and Employee Role in College Governance  

EFFECTIVE:  01-31-2012 

SUPERSEDES:  None 

SOURCE:  Local Policy 

 

CROSS REFERENCE:  Snead State Community College Governance Document 

 

 

It is the intent of the College that employees (faculty members and other employees) play an active 

role in the life of the institution and that they understand their authority and responsibilities in 

academic and governance matters. 
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GOVERNANCE STRUCTURE 

The Faculty of Snead State Community College plays a key role in the governance of the 

institution through a structure of multiple committees.  Standing and ad hoc committees are used at 

the College.  Each committee includes representation of relevant constituencies to assure 

comprehensive input in the development of College policies.  Committee membership may be 

comprised of employees by virtue of their position, elected employees and appointed employees.  

Where appropriate, student representatives are included on committees. 

It is the intent of the College that employees (faculty members and other employees) play an active 

role in the life of the institution and that they understand their authority and responsibilities in 

academic and governance matters.  

GOVERNANCE COMMITTEES 

PRESIDENT’S CABINET / EXECUTIVE TEAM 

Duties: 

1. To be administratively responsible to the President. 

2. To advise and recommend on all matters pertaining to the operation of the College. 

3. To coordinate all areas of operation of the College with the policies of the ACCS Board of 

Trustees and of the College. 

4. To promote a mechanism for coordination and communication relative to all areas of the 

College. 

5. To be chaired by the President as permanent chair. 

 

Membership: 

1. President, Chair 

2. Vice President for Academic Affairs 

3. Vice President for Student Services 

4. Chief Information Technology Officer 

5. Vice President for Finance & Administration 

6. Director of Marketing and Public Relations 

7. Director of Workforce Development  

8. Executive Administrative Assistant to the President/Development Coordinator 

 

Meeting Schedule: 

 Twice per month and as needed. 
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COLLEGE LEADERSHIP TEAM / PLANNING COUNCIL  

Duties: 

1. To be administratively responsible to the President. 

2. To facilitate institutional planning, evaluation, and improvement processes at all levels of 

the College. 

3. To coordinate the review/revision of the institutional mission and goals. 

4. To determine the degree to which institutional and departmental goals have been met. 

5. To take steps to ensure that the College is adequately implementing Core Requirement 2.5 

and Comprehensive Standard 3.3.1 (Institutional Effectiveness) of the Southern 

Association of Colleges and Schools—Commission on Colleges criteria. 

6. To update and revise the Strategic Plan as needed. 

7. To assist with policy-developing and problem-solving for all processes and operations of 

the College. 

8. To provide an open line of communication among all constituents in the College 

community. 

9. To be chaired by the President or a designee. 

 

Membership: 

1. Vice President for Academic Affairs, Chair 

2. President  

3. Vice President for Finance & Administration 

4. Vice President for Student Services 

5. Athletic Director 

6. Chief Information Technology Officer 

7. Director of Marketing and Public Relations 

8. Director of Workforce Development  

9. Instructional Division Directors 

10. Director of Financial Aid 

11. Director of Admissions and Recruiting  

12. Director of Academic Support Services 

13. Associate Dean for Online Learning 

14. Executive Administrative Assistant to the President/Development Coordinator 

15. Assistant to the President 

16. Librarian 

17. Director of Physical Plant 

18. Director of Student Support Services & Engagement 

19. Director of TRiO Programs 

20. Director of Financial Services 

21. Director of Campus Security 
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22. Student Government Association President 

 

Meeting Schedule: 

 As needed.   

ACADEMIC COMMITTEE 

Duties: 

1. To be administratively responsible to the Vice President for Academic Affairs 

2. To recommend policies and programs in the academic area. 

3. To provide for communication among the various academic areas and between the 

administration and faculty. 

4. To coordinate mutual efforts among the various academic areas. 

5. To promote cooperation and communication between faculty and administration by sharing 

faculty concerns, opinions, and needs with administration. 

6. To serve as the College curriculum committee.  A report of recommendations shall be 

submitted to all interested parties. 

7. To annually review the College curriculum prior to the preparation of a new catalog and 

make recommendations for curricular changes. 

8. To study suggestions and make recommendations to the President regarding personnel 

policy. 

9. To be chaired by the Vice President for Academic Affairs as permanent co-chairs. 

 

Membership: 

1. Vice President for Academic Affairs, Chair 

2. Associate Dean for Online Learning 

3. Four division directors (rotated annually based on four-year, staggered terms) 

4. Two elected faculty members 

5. Director of Workforce Development  

6. Head Librarian 

7. Director of Student Support Services & Engagement 

8. Vice President for Student Services 

 

Meeting Schedule: 

 Once per semester and as needed. 
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STUDENT POLICY COMMITTEE  

Duties: 

1. To be administratively responsible to the Vice President for Student Services. 

2. To make recommendations to improve student welfare and promote academic success, 

student engagement, student persistence, and graduation. 

3. To review existing policies and procedures and make recommendations relative to financial 

aid, scholarships, recruitment and placement, orientation, counseling and guidance 

services, athletics, student discipline, and student housing. 

4. To coordinate mutual efforts among various student service areas. 

5. To promote cooperation and communication between the student services programs and 

academic areas of the College. 

6. To review and update the Student Handbook. 

7. To recommend necessary policies or guidelines for community use of athletic facilities. 

8. To advise the athletic director on policies and procedures that relate to the athletic program. 

9. To promote and support the athletic program. 

10. To revise and update the Enrollment Management Plan. 

11. To coordinate enrollment management efforts across all areas of the College. 

12. To recommend targets for new student recruiting by demographic, program, and high 

school. 

13. To evaluate the extent to which the goals outlined in the EMP are being met. 

14. To be chaired by the Vice President for Student Services as permanent chair. 

 

Membership: 

1. Vice President for Student Services, Chair   

2. Vice President for Academic Affairs 

3. Appointed athletics representative 

4. Three appointed student services representatives 

5. Two appointed faculty members 

6. Director of Campus Security 

7. Director of TRiO Programs 

8. Student Government Association President 

 

Meeting Schedule: 

 Minimum of once each semester. 

 

 

BUSINESS POLICY COMMITTEE 
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Duties: 

1. To be administratively responsible to the Vice President for Finance & Administration. 

2. To recommend guidelines and procedures for business office services. 

3. To promote cooperation and communication between the business office and the faculty 

and students. 

4. To be chaired by the Vice President for Finance & Administration as permanent chair. 

 

Membership: 

1. Vice President for Finance & Administration Chair 

2. Director of Financial Services 

3. Chief Information Technology Officer 

4. Director of Workforce Development  

5. One appointed staff member 

6. Two elected faculty members 

 

Meeting Schedule: 

 As needed. 

SAFETY AND PROPERTY COMMITTEE 

Duties: 

1. To be administratively responsible to the President. 

2. To make recommendations for renovations and capital improvements. 

3. To provide input and feedback on safety issues on campus. 

4. To provide input and feedback on issues related to the appearance of College property. 

 

Membership: 

1. Director of Physical Plant, Chair 

2. Director of Campus Security 

3. Director of Student Support Services & Engagement (ADA Coordinator) 

4. Four appointed staff members 

5. Five appointed faculty members 

6. Student Government Association President 

7. Student Government Association Vice President 

 

Meeting Schedule: 

 As needed. 

SCHOLARSHIP COMMITTEE 
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Duties:  

1. To be administratively responsible to the President. 

2. To recommend guidelines and criteria for awarding scholarships. 

3. To recommend numbers and amounts of various scholarships. 

4. To recommend names of proposed recipients to the President. 

 

Membership: 

1. Director of Financial Aid, Chair 

2. Coordinator of Testing and Secondary Education Programs 

3. Three appointed faculty members 

4. One appointed Student Success Navigator 

5. Student Government Association Treasurer 

 

Meeting Schedule: 

 As needed, primarily in the Spring Semester, for scholarship recommendations. 

ADMINISTRATIVE COMMITTEES 

FINANCIAL AID APPEALS COMMITTEE 

Duties: 

1. To be administratively responsible to the Vice President for Student Services. 

2. To hear financial aid appeals and determine the student’s continuing eligibility status. 

3. To afford fair and impartial hearings to all persons who come before the committee. 
 

Membership: 

1. Vice President for Student Services, Chair 

2. Director of Financial Aid 

3. Two elected faculty members 

 

Meeting Schedule: 

 At the start of each semester. 

ADMISSIONS APPEAL COMMITTEE 

Duties: 

1. To be chaired by the Director of Admissions and Recruiting. 

2. To be administratively responsible to the Vice President for Student Services. 

3. To deal objectively with individual cases involving situations such as academic suspension 

and probation. 
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Membership: 

1. Director of Admissions and Recruiting, Chair 

2. Five appointed faculty members 

3. Two appointed student services representatives 

4. Student Government Association Vice President 

 

Meeting Schedule: 

 As needed based on volume of appeals. 

STUDENT DISCIPLINE COMMITTEE (ad hoc) 

Duties: 

1. To be chaired by a member appointed by the President. 

2. To be administratively responsible to the Vice President for Student Services. 

3. To consider, objectively, charges and grievances brought against any Snead State student 

by the Vice President for Student Services. 

4. To render all judgments and decisions in accordance with students’ due process rights. 

5. To afford fair and impartial hearings to all persons who come before the committee. 

6. To consider the welfare of the individual concerned, of other students at Snead State, and 

of school policies in making all decisions. 

 

Membership: 

1. This committee shall be appointed ad hoc as discipline cases arise rather than be a standing 

committee 

2. Three appointed faculty members 

3. Two appointed student services representatives 

4. Student Government Association Vice President 

 

Meeting Schedule: 

 As needed. 

BENEVOLENCE COMMITTEE 

Duties: 

1. To be administratively responsible to the President. 

2. To determine the guidelines by which the benevolence fund is governed. 

3. To administer the funds as needed. 

Membership: 

1. Vice President for Finance & Administration, Chair 
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2. One appointed administrative staff member 

3. Two appointed faculty members 

4. Two appointed staff members 

 

Meeting Schedule: 

 As needed. 

SICK LEAVE BANK COMMITTEE 

Duties: 

1. To administer and operate the Sick Leave Bank in accordance with approved guidelines. 

2. To review and to make appropriate decisions on all applications for loans from the Sick 

Leave Bank. 

 

Membership: 

1. College President appointee 

2. Four elected members  

 

Meeting Schedule: 

 As needed. 

LIBRARY COMMITTEE 

Duties: 

1. To be administratively responsible to the Associate Dean for Online Learning. 

2. To review existing library material and services and make recommendations. 

3. To promote cooperation and communication between the library and the faculty and 

students. 

4. To review annually the library unit plan and make recommendations. 

 

Membership: 

1. Head Librarian, Chair 

2. Librarian 

3. One appointed faculty member from each division 

4. Student Government Association President 

5. Phi Theta Kappa President 

 

Meeting Schedule: 

 The Library Committee will meet monthly. 
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DISTANCE LEARNING COMMITTEE 

Duties: 

1. To be administratively responsible to the Associate Dean for Online Learning. 

2. Develops and recommends high quality standards for distance learning courses to ensure 

that courses continue to represent the tradition of quality education at SSCC. 

3. Assists in the evaluation of distance learning activities and recommends changes to 

improve activities and outcomes. 

4. Reviews and recommends support services provided to distance learning faculty and 

students. 

5. Assists in the recommendation of the development of new courses, certificates, and degrees 

to be delivered by distance learning. 

6. Advises staff on the need for faculty training and resources needed to develop and 

implement distance learning courses.  

Membership: 

1. Associate Dean for Online Learning, Chair 

2. Head Librarian 

3. Librarian 

4. One appointed faculty member from each division 

5. Student Government Association President 

6. Student Government Association Vice President 

 

Meeting Schedule: 

 The Distance Learning Committee will meet once per semester and as needed. 
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POLICY 442.01:   Tobacco Free Policy 

EFFECTIVE:  01-02-2013; 04-13-2016 

SUPERSEDES:  None 

SOURCE:  Local Policy 

 

CROSS REFERENCE:  ACCS Policy 514.01; Code of Alabama 16-60-111.4 

 

Effective January 2, 2013, Snead State Community College is a tobacco free campus.  Smoking, e-

cigarettes, and use of tobacco products will not be permitted anywhere on campus. This tobacco-

free policy includes instructional sites, centers, campus buildings, sidewalks, grounds, parking lots, 

building entrances, common areas, and college-owned vehicles.  

Why a “smoke-free/tobacco-free” Campus?   Snead State Community College is committed to 

providing a safe, healthy, and clean environment for its employees, students, community members, 

and visitors. The College has an obligation to provide a safe, healthy, and clean learning and 

working environment. Second-hand smoke can be the cause of asthma attacks, lung cancer, 

cardiovascular and other lung diseases. Every student, employee and visitor to our campus has the 

right to breathe clean air and not be exposed to the harmful effects of smoke and tobacco. 

Likewise, tobacco excrement such as smokeless tobacco receptacles (“spittoons”) is a blemish on 

the campus and will not be tolerated on the grounds or in buildings.  

What do we consider “tobacco”?  A “tobacco product” is defined to include any lighted or 

unlighted cigarette, cigar, pipe, bidi, clove cigarette, and any other smoking product (to include 

electronic or otherwise “smokeless” cigarettes), as well as smokeless, leaf,  or “spit” tobacco 

products  (often known as dip, chew, or snuff, in any form).  

Where can I smoke or use tobacco products?  As stated, smoking or the use of any tobacco 

product is prohibited on campus grounds, to include buildings, grounds, parking lots, and 

breezeways. There ARE NO AUTHORIZED areas designated for the use of tobacco on campus.    

Can I smoke in my car?  The use of tobacco is prohibited on ALL property owned by Snead State 

Community College. 

Caught Smoking or Using Tobacco on Campus?  Achieving a tobacco-free environment requires 

time and patience. Snead State Community College believes self-enforcement is an effective way 

to change this behavior and its perception by students, faculty, staff and 

visitors on campus. It is the intent of Snead State Community College to emphasize the value of 

such a policy and to encourage all individuals to cooperatively work together in implementing and 

complying with this policy. Any staff member on this campus may and should enforce, notify, and 

raise awareness of this campus policy. The College appreciates and expects full compliance. If any 

violator should seek to circumvent this policy, additional consequences (to potentially include 

fines and disciplinary measures) may result. 
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POLICY 443.01:   Grants Submission, Acceptance, and Management Procedures 

EFFECTIVE:  02-20-2008; 01-04-2017 

SUPERSEDES:  None 

SOURCE:  Local Policy 

 

CROSS REFERENCE:   

 

Snead State Community College shall maximize its use of external grant funding.  All grant 

activities will be congruent with the mission, vision, and values of the College. 

 

Development and Submission of a Grant 

1. Possible grant proposals will be presented to the Executive Committee (Cabinet) for 

approval prior to writing it.  The request for approval must include the following 

information:  the source of funding, the deadline for submission, the amount of funding 

available, any matching requirements (cash and in-kind) and source for these funds, 

description and rationale for the project, name(s) of department(s) and/or division(s) 

primarily affected, and name of the primary writer for the grant proposal. 

2. College Executive Team (Cabinet) approves or denies request. 

3. If approved, the following steps must be completed prior to grant proposal being submitted. 

a. Narrative reviewed by the Vice President for Academic Affairs. 

b. Budget reviewed by the Vice President for Finance and Administration. 

c. Project description reviewed by the department/division administrator primarily 

impacted. 

d. A copy of the final submission will be maintained in the grants office and a copy 

will be provided to the business office. 

Acceptance and Management of a Grant 

1. When a notice of award is received the College Executive Committee must formally 

approve the acceptance of the grant.  The Cabinet Meeting agenda item for this must 

include the name of the manager of the grant being accepted. 

2. Once the Cabinet has approved the acceptance of the grant and the manager of the grant, 

the grant manager will formally request the establishment of an account number and budget 

for the grant.  This request must include:  a) a copy of the official award notice, b) a copy 

of the Executive Team minutes approving acceptance of the grant, c) a copy of the 

approved budget from the grant proposal, and d) a completed college budget amendment 

form. 

3. The grant manager and his/her supervisor will work closely with the business office to 

assure timely and accurate fiscal reporting of the grant. 
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POLICY 444.01:   Ratio Policy 

EFFECTIVE:  11-06-2013 

SUPERSEDES:  None 

SOURCE:  Local Policy 

 

CROSS REFERENCE:   

 

The following ratios should be performed at least annually, prior to submission of annual budget. 

Prior to making significant financial decisions (preparation of budget, major purchases, issuing debt, 

starting new programs) ratios trends should also be analyzed and the effect the significant financial 

decision could have on the future ratios should also be analyzed. 

Enrollment and appropriation trends should also be analyzed. 

I. Ratio Analysis Methodology 

• Viability Ratio - Does the college have expendable assets to cover its debt? 

• Primary Reserve Ratio - How long can the college operate without revenue? 

• Net Income Ratio - Did the institution live within its means during the year? 

 

II. Ratios 

• Viability ratio - Expendable net assets divided by plant debt. (Note: if plant debt is 

zero, then the viability ratio is not calculated and a viability score of 5 is automatically 

assigned.) 

• Primary reserve ratio - Expendable net assets divided by total operating expenses. 

• Net Income Ratio - Change in total net assets divided by total revenues. 

 

III. Assignment of Scores 

• Viability Ratio has weight of 30%. 

• Primary Reserve Ratio has a weight of 50%. 

• Net Income Ratio has a weight of 20%. 

 

Ratio Scores 

 
0 1 2 3 4 5 

Viability Ratio < 0 0 to .29 .30 to .59 .6 to .99 1.0 to 2.5 > 2.5 or N/A 

Primary Reserve Ratio < -.1 -.1 to .049 .05 to .099 .10 to .249 .25 to .49 .5 or greater 

Net Income Ratio < -.05 -.05 to 0 0 to .009 .01 to .029 .03 to .049 .05 or greater 
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IV. Composite score and Total Financial Indicator Guideline 

• Composite Score - the sum of the ratio scores multiplied by their respective 

weighting. 

 

Total Financial Indicator Guideline 

Rating Possible action 

4.5 – 5.0 Invest in robust vision of college 

4.0 – 4.5 Explore new programs or initiatives 

3.5 – 4.0 Enhance current initiatives or programs 

3.0 – 3.5 Normal operating conditions 

2.5 – 3.0 Continue operations and monitor finance  

2.0 – 2.5 Implement process to improve finances 

< 2.0 Implement contingency plan to make significant financial improvements 
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POLICY 445.01:   Student Representation on Search Committees 

EFFECTIVE:  07-01-2014 

SUPERSEDES:  None 

SOURCE:  Local Policy 

CROSS REFERENCE:   

 

Snead State Community College strives to provide multiple venues for students to have a voice in 

the day-to-day life of the College.  One critical means for achieving this goal is the engagement of 

students in the decision-making process. Therefore, when seeking to fill employment vacancies 

and to the greatest extent possible, College Search Committees shall include at least one member 

who is a current or former student of Snead State Community College. 
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POLICY 446.01:   IT Purchasing Policy 

EFFECTIVE:  08-05-2015 

SUPERSEDES:  None 

SOURCE:  Local Policy 

CROSS REFERENCE:  None 

 

All purchases of Information Technology hardware or software must be approved by the Chief 

Information Officer. Information Technology hardware is defined as any physical equipment that 

is utilized to process, print or communicate data. This includes (but is not limited to) computers, 

printers, scanners, switches, hubs, monitors and any other equipment directly associated with a 

computer system or network communications. All software must also be authorized by the IT 

Department.  

An e-mail from the person/office requesting to purchase hardware or software must be sent to the 

Chief Information Officer listing the items to be purchased, cost, and where the equipment will be 

located before a purchase requisition is generated. Once the purchase requisition is generated, the 

Chief Information Officer will be an authorized approver on the purchase requisition. 
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POLICY 447.01:   Institutional Effectiveness: Planning and Evaluation 

EFFECTIVE:  4-13-2016 

SUPERSEDES:  None 

SOURCE:  Local Policy 

CROSS REFERENCE:  ACCS Policy 900 Series 

 

Snead State Community College shall engage in ongoing, integrated, and institution-wide 

research-based planning and evaluation processes that:  incorporate a systematic review of 

institutional mission, goals, and outcomes; result in continuing improvement in institutional 

quality; and demonstrate that the institution is effectively accomplishing its mission. 

 

As a minimum, the College’s planning and evaluation processes shall include: 

 

• An institution-wide planning and evaluation process that includes the institution’s mission 

and goals as well as the institutional priorities which include program and facility needs. 

 

• An institutional effectiveness management system which includes, where applicable, 

expected outcomes, assessment of the outcomes, and evidence of improvement based on 

the analysis of the results in its educational programs, administrative support services, 

academic/student support services, and community/public service programs. 

 

• A list of college-level general educational competencies and evidence of the extent to 

which students have attained them. 

 

• Documentation of student achievement consistent with the college’s mission which may 

include enrollment data related to retention, graduation rate, course completion, and job 

placement rates; state licensing examination results; and student portfolios. An institution 

shall gather data related to established criteria and measure performance against an 

expected threshold of achievement. 
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POLICY 448.01:   Review of College Mission Statement 

EFFECTIVE:  7-11-2018 

SUPERSEDES:   

SOURCE:  Local Policy 

CROSS REFERENCE:  ACCS Policy 901.01 

 

The College will submit its mission statement to the ACCS Board of Trustees every two years for 

review and approval. 
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POLICY 449.01:   Recruiting Practices 

EFFECTIVE:  09-04-2019 

SUPERSEDES:   

SOURCE:  Local Policy 

CROSS REFERENCE:   

 

Snead State Community College refrains from providing any commission, bonus, or other 

incentive payment based directly or indirectly on securing enrollments or federal financial aid 

(including Tuition Assistance funds) to any persons or entities engaged in any student recruiting, 

admissions activities, or making decisions regarding the award of student financial assistance. 

Snead State Community College refrains from high-pressure recruitment tactics such as making 

multiple unsolicited contacts (3 or more), including contacts by phone, email, or in-person, and 

engaging in same-day recruitment and registration for the purpose of securing Service member 

enrollments. 
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Statement of Understanding of 

The Family Education and Privacy Act of 1974 (Buckley Amendment) 

 

 

I understand that because of my employment with Snead State Community College, I may have 

access to student educational, financial, disciplinary, and employment records that contain 

personally identifiable information, the disclosure of which is prohibited by the Family Education 

and Privacy Act of 1974 (FERPA; Buckley Amendment). 

 

I acknowledge that I fully understand that disclosure by me of this information to any unauthorized 

person could subject me to criminal and civil penalties imposed by the FERPA law.  I further 

acknowledge that any such willful or unauthorized disclosure also violates the College policy on 

confidentiality of student records and could constitute just cause of disciplinary action including 

termination of my employment regardless of whether criminal or civil penalties are imposed. 

 

By signing this document, I agree to keep all student records of all kinds, student information, and 

any student files confidential.  I will not disclose any type of student information or records to any 

unauthorized person while working for Snead State Community College or after my employment 

ends at the College. 

 

 

_________________________________________ 
(Employee Name) 

 

 

_________________________________________  ____________________ 
(Employee Signature)       (Date) 

 

 

_________________________________________  ____________________ 
(HR Representative or Supervisor Signature)     (Date) 

 

 

 

          

 

 

 

 

 



 

Page | 130  
 

 

 

  

 

 

 

 

 

 

 

 

 



 

Page | 131  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page | 132  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page | 133  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page | 134  
 

 

 

 

 

 

 

 

 

  

 

 

 

 



 

Page | 135  
 

 

 

 

 

 

 

 

  

 

 

 

 

 



 

Page | 136  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page | 137  
 

 

 

 

 

 

  

 

 

 

 

 

 

 



 

Page | 138  
 

 

 

 

 

 

 


