DISCLAIMER

THE CONTENTS OF THIS HANDBOOK ARE PRESENTED AS GUIDELINES FOR SOI
OF LI MESTONE COLLEGE'S CURRENT POLICIES, i
PROCEDURES, THE HANDBOOK ANDALL ITS CONTENTS SUPERSEDE, REPLACE AN
MAKE NULL AND VOID ALL PREVIOUSLY ISSUED, COMMUNICATED OR DISTRIBUTED
HANDBOOKS, MANUALS, POLICIES, RULES, PRACTICES, BENEFITS, OR PROCEDUR
THIS HANDOOK AND THESE POLICIES, RULES, BENEFITS, PRACTICES OR PROCEIESH
ARE NOT CONTRACTS, AND MAY BE CHANGED, AMENDED, MODIFIED OH
DISCONTINUED WITH OR WITHOUT NOTICE BY THE COLLEGE WHEN IT, IN ITY
DISCRETION, DEEMS IT NECESSARY. THIS HANDBOOK DOES NOT CREATE NOR SHALL |
BE DEEMED TO CREATE A CONTRACT, EITHER EXPRESS ORIPLIED, BETWEEN THE
COLLEGE AND ANY EMPLOYEE. NOTHING IN THIS HANDBOOK BINDS THE COLLEGE Of
ANY EMPLOYEE TO A SPECIFIC OR DEFINITE PERIOD OF EMPLOYMENT OR TO AN
SPECIFIC POLICIES, PROCEDURES, BENEFITS, GUIDELINES, WORKING CONDITIONS,
PRIVILEGES OF EMPLOYMENT. AS AN EMPLOYEE, YOU ARE AN ATWILL EMPLOYEE
COMPLETELY FREE TO LEAVE THE COLLEGE AT ANY TIME YOU CHOOSE, AND TH
COLLEGE HAS THE SAME RIGHT TO END THE EMPLOYMENT RELATIONSHIP AT AN
TIME IT CHOOSES.

STAFF MEMBERS ONLY: NO MEMBER OF MANAGEMENTEXCEPT THE PRESIDENT
HAS THE AUTHORITY TO BIND THE COLLEGE TO ANY EMPLOYMENT CONTRACT FOH
ANY SPECIFIED PERIOD OF TIME WITH ANY STAFF MEMBER. EMPLOYMENT BETWEE
THE COLLEGE AND A STAFF MEMBER MUST BE IN WRITING, SIGNED BY BOTH TH
EMPLOYEE AND THE PRESIENT,AND BE ENTI TLED “AGCREEMENTMENT

FOR FACULTY MEMBERS ONLY: PROBATIONARY FACULTY ARE ATWILL
EMPLOYEES EXCEPT THAT THEY ENJOY APPEAL RIGHTS AS ARES FORTH IN SECTON
VI.A.9.a.0F THIS HANDBOOK,AS IT MAY BE AMENDED FROM TIME TO TIME. NON
TENURED, NONPROBATIONARY FACULTY ARE AT-WILL EMPLOYEES EXCEPT THAT
THEY ENJOY THE PROVISIONS ESTABLISHED BY SECTIN VI.A.9.b. AND c. OF THIS
HANDBOOK, AS IT MAY BE AMENDED FROM TIME TO TIME. TENURED FACULTY ARE
GOVERNED BY MANY OF THE PROVISIONS OF THISHHANDOOK, WITH THE EXCEPTION
THAT THEY ENJOY CONTINUOUS EMPLOYMENT WITHIN HE TERMS OF SECTION
VI.LA.9d.OF THIS HANDBOOK, NOTWITHSTANDING ANY PROVISION CONTAINED
ELSEWHERE IN THIS DISCLAIMER OR ANY OTHER COLLEGE DOCUMENT. ALL FACULT
MEMBERS ARE SUBJECT TOHE PROVISIONS OF SECTION VI.A.e.,d. ANDf.

| HEREBY ACKNOWLEDGE THAT IRECEIVED A COPY OF THIS MANUAL; THAT |
HAVE READ AND UNDERSTAND THIS DISCLAIMER; AND THAT THIS DISCLAIMER
APPEARS ON THE FIRST PAGE OF LI MESTONE ®
HANDBOOK.
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Limestone Collegeas an Affirmative Action/Equal E mployment Opportunity
Employer.

Consideration for positions on the faculty and staff of Limestone College is given to all qualified
applicants without regard tace, color, religion, sex, national origin, age, disability, veteran
status, or genetic information.

Under South Carolineaw, unl ess there is an agreement to the cor
either the employer or the employee may end the employment relationship without giving notice or reason.

However, it is expected that contractual agreementsdegtiwvmestone Collegand employees established in strict
conformity with the requirements set forth in sclaimerlocated at page 1 of thidandbook will be honored.

Limestone College Handbook
for
Faculty and Staff

2



Table of Contents

[T YO8 I A Y, T 1
A B LE OF CON T EN T Sttt ittt ettt ettt et et et e et r et s e e et e s et s et s et s ea s et s eareaareraserarernees 3
L INTRODUCTION e 10
a. Purpose of the HanNADOOK ..............uuuiuiiiiiiiiiiiee e nnennnnne 10
(o T o F=Y a6 [ 0T Y01 S R TS1 Y/ o T 10
Il. LIMESTONE COLLEGE MISSION AND PURPOSE STATEMENT ....coviiiiiiieeeeeeeeeeen, 11
o Y Ty o A TR =1 (=] 1= | T 11

b. Essential BElIEfS AN VAIUES ......c.uiieniiiiiee ettt e e st e e e e e e e eaaeerees 11

Lo 10 [0 [T 0} K TP 11
0. StatemMENt Of PUIMDOSE ... ..coiiiiiii i e e e e et e e e e e e e e aaraa s 12
. INSTITUTIONAL EFFECTIVENESS ASSESSMENT ..ot 13
= T LS A1 0 (o] F= L 0 = | 3PP 13

(o T =1 70 Yo=Y [ TP 13

(oS = 1 (o £ (o [N TR 13

(o T \\ o) £ {o7= 1 (o ] =TT 13
IV. COLLEGE GOVERNANCE ... .o et 14
Y Lol ST X= T o B0 Nl I U 1) (T3 TP 14
B. The AdmMiNiStratiVe OffiC OIS .ottt e e e eneaens 14
O I o (ST o (=TT (o (=] o TP 14

2. EXECULIVE VICE PreSIUBNT ... ettt et e e e aens 14

3. Vice President for ACATEMIC AffaUIS. ... .c.i et ennn 15

4. Vice President for FINANCIal AffairS .......ve et eaaeen 15

5. Vice President for Institutional AdVanNCEMENT........ouiee e 15

6. Vice President fOr STUAENE SEIVICES .....cuuiie et annn 15

7. Vice President for Information TEChNOIOQY ...........uuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeees 15

8. Vice President for ENrolImMeENt SEIVICES. ... oot eeeaas 15

9. Associate Vice President for AcademiC AffAIIS ... .c..vee i 16
10. Vice President for Intercollegiate AthlEtiCS..........coovviiiiiiiiiiiiiiie 16
11 Presi dent. 0.5 . . . Ca b i n e 16
(O - 1o U 11 SRR 16
DI AN L LT T EY (= LAY A<IR ] =\ i TP 16
E. SUPPOIT Staff e 17
F. Organizational CRart.........ooooiiiiii et e ettt e e e e e e e eeaeta e e e e eeeeennnes 17
G. AdMINISTIAtiIVE COMMUTIEES ..oonieeiee e et e e eenaann 17
1. The Teacher EAUCAtION COMMUIIEE .. ...ieiieie ettt ettt e e e e e e eenaees 17

2. The Information Technology COMMItIEE ........cooiiiiiiiii e 18

I B o T=I I8 Lo [ToI =1l = 0 Y= 1 (o [P TOTTPTTRPRN 18

4. Library AdViSOry COMMUIEE.......ccoeieiee e 18

5. INSHEULIONAl REVIEW BOAIT .. ..eeeeieeeeeeee ettt ettt ettt et e e e e e e e e renaenns 19



6. Online Course Quality COMMIIEE ......uvuuiii e e 20

7. Environmental Management System (EMS) Committee ...............uuviimmiiiiiiiiiiiiiiiiiiiiiiiinnns 21
8. CriSIS RESPONSE TEAIM ...ceviiiiiii i i e ee et e e e e et ee e s e e e e e e e et s e e e e e e e e e aa e e e e aaeeeeareaanaes 21
9. Commiittee for Title IX COMPIANCE .......uuoiii i 22
10. Faculty and Staff Benefits COMMIEE...........coiiiiiiiiicce e 23
NI 7N @] o] 01 == SRS 23
12. MBA COMIMITIEE .coiiiiiiiiiieieee ettt ettt ettt e e et et e e e e e e e e e e e aeeees 24
V. FACULTY GOVERNANCE.......uuuuuuuuuuuuuuuuutuunununnnnannnnnnnneneeanesseneeneaaanenn.sneannnnennnnnnnnnnn 24
YN o U1 VY, L=T=T AT Lo PSS 24
B FACUIY 25
V1T g1 01T €] 1 o SRRSO 25
2. Governance Duties Of the FACUILY...........coiii i 26
= W O U1 T o] U1 W o R 26
D. ACAdEMIC POIICIES ...t e e e e e e e e e e e e eeeenee 26
C. STUAENT LT 27
(o I =T Lo T a T =] I o 1Yo 1= 27
e. Faculty Organization and GOVEINANCE ........cooeviiiee e 27
3. The Faculty and the Board Of TIrUSIEES........cciiiiiiiiiiei e 28

C. The Role of the Vice President for Academic Affairs in Faculty
(CToRV T ¢ =T oY of TP UP PP PP PUPPPTTRTUPPIN 28
1. RESPONSIDIIILY .ceeeieieeeiiiiiiiee et 28
2. Evaluation Of FACUILY ........uuuiiiiiiiiiiii e 29
3. Faculty Development COMMItIEE........uuuiii i e e aae s 29
TR D TV A=Y ] o =SSP 29
Y 1T 0] 01T €] a1 o TS UURPPPPRPPIN 29
2. RESPONSIDIIILIES .uvenieeeeieeece e e e e e e et e e e e e e e e e rraa s 30
3. DIVISION CRAINPEISONS. ...ttt 30

4 . Division Cha.i.r.pe.r.s.and.s..Dut.i.es................30

E. Department ChairPEerSONS ....cooo i 31
F. FACUILY COMMITIEES oriiiiiii i e e et e e e e e e e e e e et b e e e e e e e e e seebtaaaaeeeaaeeesrnes 32
Y1 10 od (1 TP 32
2. Classification Of COMMITIEES .....ciii e e e e e e e e e eeaeees 32
T \V =T 0 0] o =T ] 01RO 32
Y] [Tt 1[0 I o Yo =T [ =2 33
5. Committee Reporting Procedure..6 ¢ 6 6 é 6 6 66 éééééééeééééeééeé 3
6. Faculty Standing COMMITIEES ... ....uuuuueiiiiiiiitiiiiiiieeieeeeieebe bbb bbb bseaeebeeeesneannnnnes 34

a. Coordinating CoOMMITEEE.......co i e e e e e e e e eeenanaes 34

b. Student Life COMMITIEE .. ..ouueeii e e e e e e e e eenenes 35

C. CUITICUIUM COMMITEEE couiiiiii e e e e e e e e e e e e araaaes 35

d. Academic Life COMMITTEE......coi e e e 36

e. Faculty Development COMMITIEE .....cooi i 37

f. Faculty Advisory Committee on Intercollegiate AthletiCS ........ccccccvvviiiiiiiiiiiiinnnnnn. 38

g. Acheiving Writing Excellence (AWE) COMMItIEe......ccovvviiiiiiiii e 39

h. General Education Assessment COMMILEE..........ceiiiieiiiiiiiiiiiie e e e e 39



VI. FACULTY AND STAFF POLICIES........oii e 40

AL FACUIY e 40
1. Method of Initial APPOINTMENT .......uii e e e e et eeeeeeaenes 40
A, FUI-TIME FACUILY ... e et e e e e e e e aaaa s 40
D. AQJUNCE FACUILY .ot nennes 41
2. Criteria fOr INIIAI RANK ... ....uieiiiiiiiiiiiiiiiiiiiiiie bbb s saesbssesbbsebebsennnnees 42
A. NON-TENUIE TraCK RANK .......uuiiiiiiiiiiiiiiiii bbb saenebnennes 42
D. Tenure-traCk RANKS ..o e e e e e eeeees 43
I 1 1] 4 VT o] Ao ] G PO UP PP RPPPRPT 43

2. ASSISTANT PrOf@SSOr oo 43

T R To Lol = = 0} (=TT o 43

e 0} {7 o I 43

5. TEIrMINGAI DEOIEES ...ceeitiiiei et e e e e e ettt e e e e e e e e e e ae e e e e e e e eearaaa s 43

I € = o [ L= = Tt U | P 44
4. Contracts and NOtIfiCatioN DAES ........ciiiiiiiieeeiiiee e e e 45
5. Faculty Rights and ReSPONSIDIlItIES ...........uuuuuueiiiiiiiiiiiiiiiiiii e 46
a. AcademiC Fre@dOm ... 46

D. PUDIIC RESPONSIDIIITES ... 46

C. Professional ResSponsSibilities ... 46

6. FaCUIty DEVEIOPIMENT ... .o e e e e et e e e e e e e e e areaa s 46
A. HOPPEN FUNG ... e e et e e e e e e e rra s 47

b. Fullerton Foundation Faculty AWards ........ccooooeoiiiiooieeeeeeeeeeeee e 47

C. Faculty Development FUNG........ccooo o 47

d. Faculty/Staff TUition Benefit. ... 48

e. Academic Discipline Travel FUNAS ..., 48

T FACUITY LBAVES ...ttt 48

N o] o] Ttz L4 o] N md oot =To LU T =Y SRRt 48

2. SADDALICAI LEAVES ..ovviiiiii e 48

3. LEAVES Of ADSENCE ..o 49

7. Evaluation Of FACUILY ......ooviiiiii et e e e e e ara s 49
a. Criteria for Faculty Evaluation and Salary INCreases..........cccevvvvvvviieeeieeeeeeeeviiinnn. 49

b. Procedure for Evaluation of FACUILY .............uuuiiiiiiiiiiiiiiiiiiiiiiiiiiieee 50

C. Failure of PerformancCe ..o 51

d. Procedure for Evaluation of Department and Division Chairpersons .................. 52

e. Procedure for Faculty Salary INCreases ..., 52

8. Official PEISONNEI Fl......euiiiiei e e e e e e e e e eere s 53
LS I o T To] i o] T aTo N =T T R 53
a. Eligibility for Promotion ... 53

D. ElGIDIlity fOr TONMUIE ... e 54

c. Guidelines for Promotion and Tenure Portfolios ........ccoooeeeeeieeeee e, 55

d. Procedures for Promotion and TENUIE ........uuiiiiii e 56

e. Appeals Process:Promotion and TENUIe.........coooviiiie e, 58
O =5 01T T = U o o USSP 58
a. Full-Time Tenure Track Faculty (first three years of service)..........coeeevveeeiinnnnnn. 58

b. Tenure Track Faculty (more than three years of Service)..........cccccuvvvvvviiniinnnnnnnns 58

C. Non-tenure Track FaCUILY ... 59

(o I =T o U =T = Vo] U] L Y 59

e. Addition or Elimination of a Faculty POSItiON ...........ccoiiiiiiiiii e 60

f. FINANCIAI EXIGENCY oeiiiiiiiiiiiiitiiieetieeteie ettt 61

11. Due Process and ApPeals ProCeUIES. ...... oo eeeeeeeees 61
12. Faculty/Staff GHEVANCE PrOCESS.......cciiiiii e eeeees e e e et e e e e et e e e e e e eeaa s 62
13. Resignation Of FACUILY .........coviiiiiiiiiiiiiiie e 62



14. Teaching Load and EQUIVAIENCIES ...........uuuuiiiiiecee it aeeeaaaees 62

15. Other Faculty EMPIOYMENT .......cooiiiiiiiiiiiieeeeeeeeeeeee e 63
B. Staff EMpPloYMENt POLICIES ......cuiiiiii et e et e e e e aaeees 63
L. GENEIAL .o 63
A 0T8T =3 o AT o] 4 ST 64
3. AbsenteeiSm and TarTiNESS ........uuuuuuuieiiiiiiiiiiei bbb bbbabbbbnsbnnennnnes 64
o [T =N 65
5. VaCALION POHCY ...ttt 65

= W 1T 1= - PSR 65

b. Vacation Eligibility Criteria.........ooiiiiiii e 66

6. WOIKers' COMPENSALION .......uuuiuiiiiiiiiiiiiiii bbb senesnnnnnnnes 68
7. Work Related Personal INJUIES ............uuuuuiiiiii e 68
8. LEAVE OF ADSEINCE. ... ittt 68
A GBNEIAL .. 68

b. Family and Medical Leave ACt (FMLA)..... ... 68

c. Faculty Extended Medical Leave POIICY ... 70

d. Paid Sick and Bereavement LEaVe.........oooveeeeiee i 70

C. FaCUItY/SEAfT BENETITS ...uuiiiiiiiiiiiiiiiiiieiiiieteieie bbbt essennne 71
IR 1T 0 1= | PP PPPPPPPP 71
2. Retirement Program (Pension Plan) .........cccoooo it 71
3. Salaries, Wages, and WithholdiNg ..........cooii i 72
4. Group LIfe INSUIANCE ......coeiiiiii et e e e e e e ettt e e e e e e e e e aaraaa s 72
5. Performance Appraisal (Administrative Officers/Administrative Staff/Support Staff) ......... 72
A ODJECTIVES . 72

b. Annual Performance AppraisSal POIICY ..........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiiiiiiieeneieees 72

6. Employee Tuition ASSIStANCE PrOgramS ........coeiiiiiiiiiieieeeee ettt e e e e et e e e e e e aenaaas 73
a. Undergraduate Tuition Remission for College Employees ..........cccccvvvviiiiiiiininnnnns 73

b. MBA Tuition Remission for College EMPIOYEES .....ccooeiiiiiiiiiiiiiiieeeeeiiee e, 74

C. TUItion EXChanQe Program .........ouuiiiiii ettt e e e e e araaaas 75

d. Graduate School Reimbursement Benefits.........cccoooeeeiiiee, 75
VII. COLLEGE REGULATIONS AND POLICIES.......coo oo 77
A. Academic Regulations and POlICIES ........ooooiiiiiiii i 77
1. AcademiC REQANA .......coovviiiiiiiiiii 77
A O T 1 10 LTS (0] = P 77
3. ClasSro0mM MaNAGEIMEINT ........uuuuiiiiiiiiiiiieee bbb bsbsbbssbnennnnes 78
4. Class Schedules and ProCEAUIES..........uuii it e e a s e e e e e e eeaneenns 78
A. ClasSS SCREAUIES .......uiiiiiiii e ssnnnsssnnnnes 78

D. Class ALENUANCE .. ...t e e e e e e et e e e e eeeeennees 78

(o O = 1Y =T o o T KPP 78

5. FACUILY ACQVISING ...ttt 79
6. Faculty OffiCeS @and HOUIS ........ii e e e e e e e e eeaeen s 79
7. Absence of FaCUIty MEMDEIS .........uuiiiiiiiiiiiiiiiiiiii bbb eebeeeaennnne 79
8. Grades, Examinations, and Grade REPOIS ............uuuiiiiiieeiiieiiiiiee e e e e e e e eeeraas 79
9. Extended Campus Faculty EXPeCtations ..........coooovieiiiieieeeeeeeeeeeeeeeeeeeeeee e 80
10. AcademiC CoNAUCE POLICY ........oooe e 82
a. Statement Of BelIETS ..o 82

D. RESPONSIDIITY oo e e e e eeaees 83

1. Student ReSpPONSIDIlITIES .....cooiiiiiiiiiii 83

2. Faculty ResponSiDilities. ... 83



3. Administration ResponSibilities ... 84

c. Defining Academic MISCONUUCT.........uii it 84

d. Procedures of Accusations of Academic MiSCONAUCT..........oooeeviiiiiiiiiiiiii e, 84

LA o] ¢ L= | P 85

f. Selection of Members of the Appeals CoOmMMmMIttee......ccceeiieeiiiiiiiiiiii e, 87
11. Disruptive Student Conduct in the Classroom or other Learning Environment.................. 87
D2 @ 1 @F= 1a o] 01U FS I ] 1SRRI 89
13. Students AsSIStANtS/WOIK-SEUAY ........ccooiiiiiiiiiii e e e e e e e aaaees 89
14, TEXIDOOK REQUESTS ... 89
B. Social and Informational POIICIES ........coooeiiiiiii 89
N 1 1= Ao Y Y PSSP 89
2. CAMPUS HOUIS ..ttt e et e e e e e e e et e e e e e e e e nner e n e e e e e e ennnnna s 89
T o] 1=To [T BT (=T ex (o] o 28 90
4. Intellectual and CUltUral ACTIVILIES .........uuuuiiiiiiiiiiiiiiiiiii bbb aennene 90
I O T == ST =T o o PR 90
B. PUDIICITY ...ttt 90
7. Student GOvernMENt ANd ACHVITIES. .......uuuuuuuruerieuruerueueeerrreeerrenrerenreeeerrreererrerrrrne 90
8. "The Campus NetWOrk" (CaAlENUAI)........uuuuuuuiiriiiiiiiiiiiiiiiiiiieeriibebbbiebee bbb reeeeeeeeennene 90
C. BUSINESS OffiCe CUSTOMEI SEIVICES . .uuuuuuuuiuiiiiruiuuiuunnnurrnerrsennnnennnnssnneseenrrrrnreeereenre 91
1. Check Cashing and Petty Cash SEIVICES ......cciiiiiiiiiiiiiiiieie et e e e e aaeees 91
2. REOUESES TOI PAYMIENT.....uiiiiiiiiiiiiiiiiieeiieeeee ettt nsennnnnees 91
3. REQUESLS fOr PUICNASE .....cviiiiii ettt e e e et e e e e e e e e aaraaa s 91
4. Requests for Travel EXPENSE ......ccoooiuiiiiiie et e e e e et e e e e e e e e aeraaaa s 91
5. TraVel EXPENSE REPOI . .. .uuuiitiiiititiiiiitiiietteeeiebtebeeeesaeeseessseeees e bese s bbb sbssbssesbssbssssssnnnnes 91
N T =TS == R 92
7. Medical/Dental Insurance Information and Claims ASSIStANCE.............uuvvvviiiiiiiiiiiiiineeinnnns 92
8. Student ACCOUNES MANAGEMIENT. ... ..uuuuuiiiiiiitiiiiitieeieeeeieeeeeeeaaeeabebee bbb saebeeeeeeeeeeneesnennennne 92
9. Budget Process, Controls, and Purchasing POlICIES ................uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinens 92
A, BUAQGEL PrOCESS ettt e e e e e et e e e e e e e e e araaa s 92

D. BUAQGEL CONIIO coiiiiiiii e e e et e e e e e e e e e e e bt e e e e aeaeennees 93

10. PUrchasing POICIES .......coooiiiii e 93
a. Other Policies Regarding PUrChases ...........couiiiiiiiiiiiiecie e, 94

b. Purchasing Procedures - Paying for Purchases ..........ccccccoiiiiiiiiiiiiiiiiiie e 95

11. College FACIItIES .....ccoeeeeeeeeee e 95
a. Renting College FaCIlities ..........uuuuiiiiiiiiiiii e 95

b. College Facilities Coordinating Responsibilities .........ccccvviiieiii i, 96

C. ACCOMMOAAtiONS fOF GUESES ...ciiiiiiiiiei e e e e e e e e e e e 97

Lo TR =T P 97
12, COllEYE TIAVEN ... .ottt e e e et e e e e e e e e e e ettt e e e e eaeaaaenees 98
13. College VENICIES. ...ttt e e e e e e e e eeatt e e e e aeeeeenees 98
14, FUNG RAISING ..o 98
ST () ST 98
D. General Policies and INfOrmation ...........oouuiiiiiiii e e e e e eeeees 98
1. Dress and Behavior COUE .........uuuiiiiiieiiceeeiiee e e e e et e e s e e e e e e e ettt e e e eaaaeeennes 98
2. Employee-Student RelationShip ........ooouiiiiiii e 99
3. Stephenson Center DINING Hall ... 99
4. Maintenance and SEerviCe REQUESTES .........uuuuuuuuuuiiiiiiiiiiiiiiiiiiiieiibbbbb bbb ebeeeeaeeaennene 99
ST = 11 (] o RPN 99
B. POSIAl SEIVICES. ... it e e e ettt e e e e e e e e e e eaaana e e e e e eeeeennees 100
R 1] o= T oo 1SR 100



8. Drug and AICONOI POIICY .....couiiiiii i e et a e e aaaee 100

a. Drug and AICONOI POHICY ... e e 101

b. Regulations Concerning Use of Alcohol and Drugs ..............eeveveeiviiiiieiiiiiiiinnnnnnns 101

c. Violations of the Alcohol and Drug POliCY ......ccooiiiiiiiiiicii e, 101

d. Drug-Free Workplace Awareness Program .........ccccceuiiiiii e, 101

e. Drug and Alcohol Employee AsSistance Program ...........cccccceeeeimemiinnineninininiennnnnns 102

9. Information TEChNOIOQY ......ccvviiiiii e e et e e e e e eaaee 102
10. Data Deletion POICY .......iii it e e e 102
11. Workplace Threats and VIOIENCE ...........ooooi i 103
12. Title IX at LIMeStone College......ccoooieiie e 103
13. Mandatory Reporting Policy for Title IXé ¢ ¢ é é é 6 é é 6 € € é e e éééééé . 104
14, HarassSmMeNt POIICY ......coooiiiiiii e 104
= I U o o 1] PP RRTPPPRRPPT 104

o T = ] 1o Y PSSR 104

15. Weapons BaN POLICY ......ii ittt e e et e e e e e e e e e e r e e e 104
16. NEPOLISM POICY ..o 105
17. Intellectual Property POIICY .......ooooeeiiieeeeeeeeeee 105
= T - 1o | PSPPSR 106

o S U o = o PSSP 106

Lo - | PSPPSR 106

18. Digital Title Copyright POICY .......cuuuiiiii i 106
19. Limestone's College Affirmative Action/Equal Employment Opportunity Policy............... 107
20. Notice of NON-DiSCIHMINALION ........cciviiiiiiiiiie e e e e e e aer e e e e e e eeeneenns 107
21. Emeritus Status for Senior Administrative Officers PoliCY ........cccoooeviiiiiiiiinieniiin, 109
A INTFOTUCTION L.uiiiiiiiiti e 109

o T = 1o 1 11 1Y/ 109

(o O =T - VPSRRI 109

. PrOCEAUIES ..o 109

e. Privileges of the Status of Senior Administrative Office Emeritus ....................... 110

22. Appointment of Emeriti FACUILY POIICY .........uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiibeeeeeeieeeees 111
A INEFOTUCTION L.t nssnnnnnnes 111

o T = 1o 1 11 Y/ 111

(o O ] =T - VPSRRI 111

. PrOCEAUIES ..o 111

e. Privileges of the Status of Professor EMeritus ..........ccoveeeeiiieiniiiiiiiiee e, 111
23. Termination of Employment for Misconduct and/or Making False Statements................ 113
24. Student RECTUIIMENT POHCY .......uuuiiiiiiiiiiiiiiiiiiiiiiiieiiiiie bbb eeseeesennennee 113
25. Faculty ReCrUItMENt POICY ......coiiiiiiicee e e 113
R L I 12 o o PN 113
A. The Library's CollECTION ... e e e e e e s 113
L. ACQUISITIONS ..ttt ettt ettt e e e e e e e aeeees 113
A O] (o] 1] - (o o PR 114
3. MaterialS ON RESEIVE. ... e e et e e e e eeaeenn s 114
o o T B =Yoo 1Y = (=T = 1L 114
B. Other Library FUNCLIONS .....oooiiieee 114
1. Audio-Visual EQUIPMENT ... .o e et e e e e e e e e eaeas 114
A e 0= =T o Tot =3 oo ] 1 o IS 114
T €11 1 £ TSP PUOSR PP 115
O 0] (=T g 1o = U Y2 I - Y o R 115
LT I o] = VA 1 3 10 T £ 115
6. PROTOCOPYING ...ttt 115



IX. APPENDICES ... 116

A. BOARD OF THE TRUSTEES BYLAWS .. .ottt et e e 117
Article One i Name of Corporation and LoOCation ...........cceeeeiieeiiiiiiiiiiiie e 118
ATTICIE TWO T BOArd Of TrUS OO .. ittt et e e e e e e enaannas 118
F N ol L N o =TI B\ 1= TC ] o o S 120
Article FOur 7 Officers Of the BOArd ... ....iiveiieiie et e e e e eaaeees 120
Article Five i President of the College ... 122
Article SIX T CommMItteeS OFf the BOAIU . ....ccuieeiie et eaans 123
Article Seven T Duties Of the COMMITIEES . ....iieiie et e e eaeees 123
Article Eight T Conflict Of INTEreSt ..o 128
ATTICIE NINE T GENEIAI M OIS .. e it ettt et et e e e e e e enaannas 128

B. COLLEGE MEMBERSHIPS IN PROFESSIONAL ORGANIZATIONS .....cocovviiviieeeeeenen 130

C. WHISTLEBLOWER POLICY ottt ettt et e et e et e et e et e e st e e et e e eaas 133

D. CONFLICT OF INTEREST POLICY .ouiie ittt ettt e et e et a et e et e e e 136

E. RED FLAGS RULE ...t ettt ettt et e e e e e e e eens 138

F. HIRING PROCEDURE/BACKGROUND INVESTIGATION PROCEDURE...........cccvuvvene.. 143

G. LIMESTONE COLLEGE POLICY ON TITLE IX COMPLIANCE ......ccoovoevieeeieeeeeeeeeee e, 149

H. LIMESTONE COLLEGE ORGANIZATIONAL CHART ooeieee et 194

I. HISTORY OF LIMESTONE COLLEGE.... oottt 196



I. INTRODUCTION

a. Purpose of the Handbook

The purpose of thd.imestone College Faculty and Staff Handbaskto acquaint all
employees of the College with the rules, regulations, policies, and procedures of the College.
Responsibilities, rights, obligations, and opportunities are made manifest in its pages. Copies
of this handbook will be distributed by tiBeisiness Office to all employees of the College at

the time of their initial employment.

For information on academic programs, degree requirements, and curricula, consult the annual
Limestone Collegacademic atalog For information regarding studeenduct and student
affairs, consult th&aslight Student Handbook

b. Handbook Revision

The Handbookis subject to amendment by formal action of the faculty, staff, and/or
administration. Recommendations of the faculty and staff are subject to dpbpyotree
administration andnajor revisionsrecommendations must receive final approval from the
Board of Trustees.

This handbook of policies for employees of Limestone College should be reviewed and
revised periodically. When a major revision is utaezn, at the discretion of the president, a
handbook committee consisting of members of eactifo# employee group (administrative
officers, faculty, administrative staff, and support stafff may be appointed from
recommendations from each of these aypé groups. Major and/or significant revisions to
theHandbookthat result from these deliberations are subject to review but not approval of the
faculty, staff, and administration. Major/significant changes to Hamdbook require
approval of the Boardf Trustees.
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[I. LIMESTONE COLLEGE MISSION AND PURPOSE STATEMENT

a. MISSION STATEMENT

The mission of Limestone College is to educate students from diverse backgrounds in the
liberal arts and selected professional disciplines. By providigggee programs throughout
South Carolina and by way of the Internet, Limestone College offers opportunities for
personal and professional growth to individuals who may find access to higher education
difficult.

In a nurturing, supportive environment baga Christian ideals and ethical principles,
students are challenged to become critical thinkers and effective communicators who are
prepared for responsible citizenship, successful careers, and graduate study.

The Coll ege’ s f ac undtdogurriaulargprograms, finincial eesoarckg, and ¢ ¢
support services are dedicated to an educational climate that upholds high academic standards
and fosters respect for learning and beauty, creativity and hard work, tolerance and personal
integrity, vigoous activity and spiritual reflection.

b. ESSENTIAL BELIEFS AND VALUES

Limestone expects its students to be concerned with two closely related types of development:
that of the productive citizen and that of the person working toward intellectual yatoit

sefawar eness. The undergraduate experienc
intellectual development and as a means by which each student may reach his or her potential.

Limestone College values excellent teaching and supportive stizaahy interaction,
encourages faculty to promote active learning in taeace and internet classrooms, and
seeks to cultivate the intellectual curiosity of each member of the College community.

Because our society presents continuing challengesltes, students are encouraged to
cultivate respect for other individuals and cultures. Limestone College is a diverse
community of women and men of different races, religions, geographic origins,
socioeconomic backgrounds, personal characteristics, irtedests. It aspires to be a
community of learners that is harmonious in its differences, just and compassionate in its
transactions, and steadfast in its commitment to an educational program of the highest quality.
The Col |l ege r es plgious libertg @and provides andervimonrheat cansistent
wi t h t he i renbmirationai Chrstiarshemagen

c. STUDENTS
Limestone College primarily serves students from South Caratideother Eastern Seaboard
states. Limestone students generally major in fields directly related to career preparation; at

the same time, they receive a strong foundation in the liberal arts.

The day program offers a traditional college setting foresttgl with diverse backgrounds.
Students are #ige in campus and communitydithrough social and service fraternities and
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sororities, athletics, and student government. The Honors Program challenges those with
exceptional intellectual ability, and therogram for Alternative Learning Styles fosters
academic success for those with documented learning disabilities.

The Extended Campus Classroom Program attracts hardworkingprgodged men and
women who aspire to attain their degrees to increase tptaes for personal growth and
career advancement. The College offers this program on campus anecamptfs sites
throughout South Carolina.

The Extended Campus Internet Program has been offering courses through the internet since
1996. The Collegeffers this program as an avenue of learning to those who cannot attend
traditional or nortraditional classroom programs. The course content for these courses is the
same as that which is taught in the day program. All lectures, labs, and assignments a
delivered to the student via the Internet andadl. The Extended Campus Internet program
provides the opportunity for students from all walks of life and geographic locations to have
access to a quality education.

. STATEMENT OF PURPOSE
The majorfunctions of the College are to:

1 Offer undergraduate instruction in accordance with approved liberal arts curricula.

1 Encourage students to participate in a wide variety of student activities including
student government, publications, clubs gamdfessional organizations, intramurals,
and soci al fraternities and sororities.
sound academic foundation, but also to provide the cultural, social, and ethical
background for success in daily life.

1 Encouage curricularelated work experiences for enrolled students.

1 Provide career development assistance for students and alumni.

1 Provide opportunities for students who want to enhance their understanding of
Christianity, learn more about the concept of €tain service, and develop the ability

to lead a productive Christian life.

1 Provide students and the community with athletic, recreational, and cultural
enrichment programs, and lifelong learning experiences.

1 Provide a program of services and recognitfon alumni that fostexr a spirit of
fellowship and encourages continued involvement in the life of the College.

1 Recruit and retain a faculty, staff, and student body committed to supporting the
academic mission and social culture of the College.

1 Providethe faculty, staff, and student body with a safe and supportive environment.
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1 Offer training and educational programs to help employees remain current in their
intellectual and skill areas.

1 Acquire and maintain facilities, equipment, and finanagres$ources necessary to
support the educational mission of the College. Acquire and effectively manage
institutional resources to maintain and improve course offerings, facilities, equipment,
and support services.

1 Serve as a community resource for infotim@a and expertise in the academic
disciplines presented in the curriculum.

1 Encourage faculty, staff, and student involvement in community projects which
enhance the quality of life for area residents.

. INSTITUTIONAL EFFECTIVENESS ASSESSMENT

a. Institutional Goals

To fulfill its mission and purpose, Limestone College is dedicated to the implementation of a
Comprehensive Strategic Development Plan and to a regular program of effectiveness
assessment.

b. Procedures

To keep its Comprehensive Strategic Development Plan current, the College will periodically
revise the Plan through involvement of the Board of Trustees, administrative officers,
faculty, staff, alumni, and students. The goal of the College is to upsl@@emprehensive
Strategic Development Plan every two years.

c. Standards

Limestone College is dedicated to maintaining the high standatde Commission on
Collegesof the Southern Association of Colleges and Schools (SACS). To accomplish this,
Limestone College is dedicated to maintaining a comprehensive program of regular
assessmenandtimely reporting of substantive changes to SACS.

d. Notifications
LimestoneCollege will also report pertinent changes (new majors, address changes, etc.) to

other agencies (South Carolina Commission on Higher Education, Department of Education
Department of Veterans Affairs, and departmental accrediting bodies).

13



IV. COLLEGE GOVERNANCE
A. The Board of Trustees

The authority of the Board of Trustees of Limestone College is set forth in the Charter of the
College; the operating policies of the board are the bylaws of the Board. (See Appendix A)

B. The Administrative Officers
1. The President

The president of the College shall be elected by the Board of Trustees at its annual
meeting, and an agreement shall be made between the president and the Board at that
meeting.

The president of the College shall be the chiceative officer for the Board in the
management of the College. As the administrative head, he/she shall exercise complete
and general management and supervision over the College in all business and
professional matters, subject to the bylaws of the @oaitrustees. The president shall

act as the medium of communication between the trustees and all persons in the service
of the College. All communications from persons engaged by the College to the Board of
trustees shall be presented through the efficthe president.

In the absence of the president and the executive vice president, the vice president for
academic affairs will be responsible for administrative decisions.

2. Executive Vice President

The executive vice president will assist in theection of the dayo-day operation of the
College, implementing plans and policies to achieve overall institutional objectives and
maximizing program results.

The executive vice president will be responsible for directing and monitoringtehort
andlongrange plans consistent with overall budget and enrollment objectives. He/she
shall plan, staff, and supervise all assigned institutional functions through departmental
and divisional managers. Additional assignments may be required by the opeeatisg

of the institution and/or as directed by the President.

The executive vice president serves as the president and presides over the Ctikege in
absence of the president.
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. Vice President for Academic Affairs

The vice president for academic affairs is the chief academic officer of the College.
Areas included under this office are teaching, research, registration, the library,
educational media services, student financial aid, Extended Campus Program, advising,
and continuing education. The vice president for academic affairs serves as the president
and presides over the College in absence of the president and the executive vice
president.

. Vice President for Financial Affairs

The vice president for finaradi affairs is responsible for the business and financial affairs

of the College. Areas included under this office are purchasing, physical plant
management, property management, auxiliary enterprises, budgeting and accounting,
legal affairs, parking, canus security, and neacademic personnel.

. Vice President for Institutional Advancement

The vice president for institutional advancement is responsible for the development
program, alumni affairs, and public relations of the College. This includes the
supervision of fundaising activities, institutional development, public relations, and
summer and special programs.

. Vice President for Student Services

The vice president fostudentservices is responsible for student activities, discipline,
healh services, Student Government Association, housing, student organizations, career
services, student center, and campus ministry.

. Vice President for Information Technology

The vice president for information technology is responsible for the academic and
administrative computer services, network services, Intranet and Internet Web services,
and telecommunications of the College. Areas under this office are computer hardware,
software, and services in administrative offices, computer labs, library, and classrooms
on and off campus; network hardware, software, and services throughout the college on
and off campus; Web hardware, software, and services throughout the collegéaih a
campus.

. Vice President for Enrollment Services

The vice president for enroliment services is responsible for all admissions and retention
services of the College.
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9. Associate Vice President for Academic Affairs

The associate vice presiat for academic affairs will assist the vice president for
academic affairs with issues related to the academic programs of the College.

Primary area of responsibility will include working withdivision chairs, department
chairs and faculty membeysesolving student requests for exceptions and appaats
assuring collegavide academic quality. The associate vice president for academic
affairs represents the faculty perspective to the administration and the administration
perspective to the faculty.

10. Vice President for Intercollegiate Athletics

The vice president for intercollegiate athletiosersees the athletic programs of the
College and reports directly to the president.

11. President 6s Cabinet

The President’ s Ca badmnestrative cfficecsohtipecCollege ama f  t
meets at the president’s <call. The <cab
president and the other administrative officers to exchange information concerning
developments in all segments of the Collegenmnity. Periodically, other college
employees will be asked to meet with the cabinet to discuss specific issues. The cabinet is

an advisory body, assisting the president in providingtdaday leadership of Limestone
College.

C. Faculty

The faculty are the teachers, the facilitators of learning,the college community.
The faculty consists of all fulime preceptors, instructors, assistant professors,
associate professors, professors (including professional librarians in dmsefranks),

the vice president for academic affairs, and the associateprvésident for academic
affairs.

D. Administrative Staff

The administrative staff includes the associate vice president for plarandg
assessment, the assistdetan/director of social work, director of alurti@velopment,
director of advancement servicessistant athletidirectorfor developmentdirector of
communications, controller, director of student services, accounts payable/payroll
administrator, campus store managedirector of human resourceslirector of the
physical plant, director of computer servieeecommunicationschief of campis
security, mail center manager directors of the Extended Campus Programs, the
registrar/director of academic advising, director of the library, director of student
accountsdirector of career services, college chaplain, director of Christian Education a

Leadership Pragm, director of financial aid, senior associathletics director for
compliance.
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E. Support Staff

Those employees reporting directly to a member of the administrative staff are
classified as support staff for the purpose of wawgk salary administration.

Full-time employees: Those who are employed on a regular weekly schedule.
Remuneration may be on a salary or hourly wage basis, ajtipg@riods being either on
a birweekly or monthly basis for the purpose of wage and sat#mynistration.

Parttime employees: Those who are employed on a regular weekly schedule, or who
work less than thirty (30) hours per week. Remuneration may be on a salary or hourly
wage basis, with pay periods being either onadxekly or monthly bas for the purpose

of wage and salary administration.

Temporary employees: Those who are employed for a specific period of time on a
temporary basis. Remuneration will be on an hour wage basis or a contract agreement,
with pay periods being either-lieekly or the next monthly pay period after completion

of employment.

F. Organizational Chart

The organizational chart is shown Appendix H. The organization and governance
structures are reviewed on a regular basis in conjunction wittsttheegic planning
process.

G. Administrative Committees
1. The Teacher Education Committee

The Teacher Education Committee has the primary responsibility for development and
implementation of the teacher education curriculum. In addition teestsonsibility in
curriculum development, implementation, evaluation, and revision, the Teacher
Education Committee has the following responsibilities.

a. to establish admission requirements (in accordance with State Standards), and to
accept each candidaiato the Teacher Education Program according to the
established criteria,

b. to review and act upon special requests of students pertaining to course

certificationin their major disciplines,

to maintain a current teacher education handbook,

to review periodially standards required for reaccreditation,

e. to collect, analyze, and use in program improvements information from recent
graduates of the teacher education program,

f. toreview continually the teacher education program to determine strengths,
weaknessesnd needed revisions.

Qo

Membership is composed of faculty representatives from each area of teacher
certification, Teacher Education Program graduates, at leastatlm@nistrators,or
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teachers from area schools, the Director of Teacher Education, and twati@olu
students selected by the Teacher Education Committee.

In the case of the Teacher Education Program, the Teacher Education Committee makes
recommendations pertaining to curriculum matters directly to the Curriculum Committee.

2. The Information Technology Committee

The Information Technology Committee is an advisory committee to the vice president
for information technology. The Committee helps the vice president identify academic
and administrative computer services support requirements for rttiee eCollege
community. The Committee assists in identifying available hardware and software and
sources of funding. The Committee will keep minutes of its meetings and at the end of
the spring semester the Committee is encouraged to develop projectedter support
plans for the next fiscal year.

Membership of the Committee consists of the vice president for information technology
(chairperson), the director of computer services, telecommunications, the director of
server services, one representatif®m each academic division, the executive vice
president, a representative from enrollment services, a librarian, a representative from
institutional advancemenranda representative from the Extended Campus Program.

3. The Judicial Board

The purposeof the Judicial Board is to offer students charged with a violation of the
Student Code of Conduct a fair and impartial hearing and to deliver a judgment based on
that hearing.

The Judicial Board shall be composed of five members: two faculty, one amlatorier
staff member, and two students. The president of thlege shall appoint all members
of the Board. Appointments are for one school year.

4. Library Advisory Committee

Membership: The Library AdvisoryCommittee shall consist of theirBctor of the
Library, the Outreach/Public Service Librarian, two ithe day faculty, three fulime
Extended Campus facultgneday program student, and one Extended Campus student.
Each of the iffe academic divisions shall be represented by at leastamudtyf member.
The Director of the Library shall chair the committee. Faculty and studenbensshall

be appointed by thergsident.

Terms of Office: Faculty members shall serve staggeredyeaso terms. Student
members shall serve oiyear terms.
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Duties: The Library Advisory Committee serves as a forum for discussing library issues,
including ways to improve library services, collections development and short/long range
planning. The Committee is charged with the following responsibilities:

1. Advise the Director of the Library and proposed politics.

2. Recommend to the Director resources, facilities, and services
needed foteaching and learning. Assess the adequacy of the
library materials andervices for new curriculum offerings.

3. Serve as a liaison among faculty, staff, and students on library
relatedissues.

4. Encourage library usage among faculty, staff, and students.

5. Advocatefor the library in collegavide planning.

Meetings: The library Committee shall meetmanimum of once each semester. The
Director of the Library will circulate an agenda prior to the meeting.

5. Institutional Review Board

The Institutional Review Board (IRB) serves to suppiwt researchof Limestone
Collegefaculty and students. The lpzy is meant to serve the current needs of faculty
and students. It may be modified as their needs change and programs expand.

The IRB may approve, request revisions or deny research conducted on the Limestone
College campus, Extended Campus sites,hoough the Limestone Collegatérnet
programs (via enail, Blackboard or WebCT).

If the IRB does not approve a particular research protocol, then no one else may approve
that research. The research protocol may, however, be resubmitted to the IRB with
modifications for reconsideration.

Membership:

Themembershipf the IRB shall consist of

Associate Vice President for Planning and Assessment

(Chair: Authorized Institutional Officer)

Chair, Department of Psychology

Chair, Department of Criminal Justjdeolitical Science, and Sociology
Chair, InstitutionalAnimal Care and Use Committée development)
Chair, Department of Business, Economics, and International Studies.
Chair, Department of Education, or Chair, Division of Education and Physical Educati
Member, Department of Social Work

Member, A.J. Eastwood Libra§taff

College Counselor

One member from outsidemestone Collegénvited for Lyear terms)
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Any Departments where research is conducted may have representation on the IRB. At
least onemember must be an Extended Campus faculty member. Members of other
departments may join as their research needs require.

Department Chairs may send a request for IRB representation to the Associate Vice
President for Planning and Assessment. Membelisbeiadded to the official roll as
seen in the.imestone College Institutional Review Board Policy Manual

Records of IRB applications, minutes, IRB ferates, Protocol Completion
Certificates, and abstracts wile filed in the office of the Assoc&tVice President for
Planning and Asessmenwho will serve as the Authorized Institutional Officer (AlO)

Members need to be familiar with the U.S. Department of Health and Human Services
Code of Federal Regulations
(http://www.hhs.gov/ohrp/humansubjects/quidance/45cfr46.html#4%5.115

. Online Course Quality Committee

Membership: The Committee will consist of five ftiline faculty members, one
representing each division. Ex officio members shall include the Diretthe
Extended Campus Internet and the Director of the Extended Campus Classroom
programs, the Chair of the Faculty Development Committee, and the Blackboard
Trainers.

Terms of Office: Faculty members shall serve thyear staggered terms. Membaray
serve more than one term.

Nomination Procedure: Faculty representatives will be nominated by divisions and
submitted to the Vice President for Academic Affairs for approval.

Officers: The Committee will elect one member to serve as chair, one maswiee
chair, and one member as secretary. Minutes of the Committee will be maintained and
filed with the Faculty Secretary.

Voting: Each member of the Committee will have one vote, includirgffeio

members. Additions to or changes in policies reigg online courses, hybrid courses,
and online instruction and teaching approved by the Committee will be submitted to the
Coordinating Committee for approval.

Responsibilities: The purpose of the Online Course Quality Committee is to develop and
maintain policies and procedures that reflect current technology and pedagogy to ensure
that Limestone’s online and hybriddsigmour se
and delivery. The Committee will also recommend training needs to the Faculty
Development Committee, thereby ensuring faculty development opportunities for faculty
engaged in online teaching. The Committee will meet no less than once eachrsemeste
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7. Environmental Management System (EMS) Committee

Limestone College is committed to providing healéimg safe facilities for itsstudents,
employees, and visitors, minimizing its impacts on the environnagmtmaintaining
compliance with applable federal, state and local regulatasquirements, agreements
and permits. Limestone College has implementednaironmental management system
(EMS) basedon the ISO 14001 standard asway of demonstrating environmental
leadership, commitment to atinuousimprovement and environmental responsibility to
all stakeholders.

The EMS Committee consists of senior faculty and senior administrators and is
responsible for setting environmental policies and overseeing the implantation of the
EMS and all labmtory safety matters. EMS goals and objectives emtablished
annually by the EMS CommitteeThe Committee reviews progregsvard these goals

no less often thaance a yeaand records its results inaitten report.

The EMS Director (Vice Presidefdr Financial Affairs) chairs the EMEommittee and
hasashis/her first responsibily establishing, operating amdaintaining the EMS. The
EMS Director ensures # the resources (e.g., budgetd personnel time) required for
implementng and controlling the EMS aprovided. The EMS Director reports directly
to the President.

8. Crisis Response Team (CRT)

The purpose and mission of the Crisis Respdresem composed of employees from the
various departmental areas of the Cgdl@nd chaired by the Vice President for Financial
Affairs, are to anticipate,and provide guidelinesfor, and to managesmergency
circumstances that could potentially occur to the College community or events which are
transpiring reatime. The definitios and protocols for the Committee are found in the
Limestone College Crisis Response and Emergency Piarely alerts and warnings are
provided through a formal campusde alert system, which includes mobile phone
alerts, office phone alerts, email atger€ollege website alerts, digital signage alerts, and
posted flyers (as deemed necessary). Any employee witnessing or involved in an
emergency situation should call Limestone College Campus Security IMMEDIATELY at
ext. 8344.

Membership of the Crisis Respon$eam President, Executive Vice PresideNice
President for Financial AffairgChair), Vice President of Student Services, (Vice Chair),
Director of Campus Security, Environmental Health and Safety Compliance Officer,
Associate Vice President for Academic Affairs, Diceaf Social Work, Associate Vice
Presidentfor Information Technology, Director of Communications, Manader
Telecommunications, College Chaplain, Campus Nurse, College Counselor, Coordinator
of Athletic Training,Assistant Athletics Director for Media Relations.
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9. Committee for Title IX Compliance

Li mestone College’s Committee for Title |IX
campus culture of equity, respect and responsibility and in identifying and deploying
effective measures to prevent and address sex discrimination and sexual misconduct in
accord with the provisions of Title IX of the Education Amendments of 1972, 2@CU.S
81681. The Committee also works closely with other College offices and committees to
ensure compliance with Title IX regulations and with related federal regulations,
specifically the Campus SaVE Act (2013), section 304 of theutlkeorized Violene Against

Women Act (VAWA) 20 USG 1092(f)(8)(B)(i)(I) amendments to the Clery Act.

Specifically, the Committee for Title | X C
on Title IX, ensures consistent application of the policy, and aids thegean responding
promptly and equitablyto eliminate sexual discrimination or misconduct, previst
recurrence, and address its effects. The Title IX Committee coordinates the review of the
Co |l | @apdingof Title IX investigations and resolus and ensures that all appropriate
measures are implemented.

Committee Charge

1. Inform and provide feedback to the College on Title Campus SaVE, and VAWA
policies, initiatives, programming, and materials;

2. Provide oversight and quality assurance for sex discrimination and sexsednduct
reporting/response systems;

3. Ensure Title IXrelated work is compliant and consistent with identified best
practices;

4. Champion integrating the prevention of andeefive response to sex discrimination
and sexual misconduct throughout the College; and

5. Serve as a resource on Title IX and sex discrimination and sexual misconduct issues
for all campus constituents.

Committee Membership

The Committee shall consiof the Title IX Coordinator (Chair)the Title IX Co
Coordinator,the Deputy Coordinators, and the Vice President of Student Services. The
Chair of the JudiciaBoard will serve as well as representatives fldampusSecurity, the
Counseling Office, Nuess Of f i c e, Human Resources, and
Executive Vice President and the College Attorney serve-affieilo members.

Committee Duties

The Committee shall meet at least once each semester or more frequently as needed.
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10. Faculty and Staff Benefits Committee

The Faculty and Staff Benefits Committee serves to review and advise on current, future,

and potential college benefits o i ncl ude but not be | imited
retirement and insurance plans, and to itigate the feasibility of additional benefits as

may occur to the committee or be suggested to the committee. The committee shall make
any recommended changes in or additions to

Membership: Committee membershipill include the Director of Human Resources, a
representative from the business office appointed by the Vice President for Financial
Affairs, two faculty members appointed by the Coordinating Committee, and two staff
member s appoi nt e ébinety Two facilty lhentbers wdlldarselected filom
two different divisions, and two staff members from two diverse areas of the college,
excluding the business office. All members shall have one vote in making benefit
recommendations Hnet the President’s Ca

Officers: The committee will select a chair, vichair and secretary at its first meeting at
the start of each academic year.

Terms of Office: Appointed members to the committee shall serveyear terms. In the
initial appointment of memberene staff membesindone faculty member will be

appointed to a ongear term so as to stagger future appointments and to provide continuity
in the committee’ s membership.

Reporting: The committee will report to faculty and staff at least once per year.
11. ADA Committee

Membership: The ADA shall consist of the Director for Human Resources, the Director for
Accessibility, the Vice President for Financial Affairs (Chair), the Director of the Physical
Plant/Environmental Safety Officer, the Director of Student Services, and an IT officer.

Duties

1. Review potential barriers to equal access to the pragreenvices, and activities of
Limestone College and recommend solutions

2. Develop appropriate timelines and review college programs, services, activities,
policies and facilities regularly for ADA/Section 504 compliance and accessibility

3. Prepare an annuatipritization of projects and review progress made in the past year
on resolving access barriers

4. Review cases where accommodations or modifications are likely to result in a
fundamental alteration of a course, or impose an undue burden on the institution

5. Support staff and faculty knowledge and awareness of ADA/Section 504 legal
requirements and issues in higher education

6. Review potential barriers to equal access and will recommend solutions
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12. MBA Committee

Membership: The MBA Committee shationsist of five faculty and staff positions

including: MBA Director and four approved MBA faculty members. The Vice President for
Academic Affairs in consultation with the Director of the MBA Program and Chair of the

Business and Economics Departmeppi@nts the members of the MBA Committee.

Terms of Office: MBA Director is a permanent member. Faculty members shall serve one

year terms (faculty members can serve multiple terms).

Duties: The MBA Committee is charged with the following duties:
1. Revew and make recommendations concerning admissions and readmissions
applications, recruiting and marketing for the MBA program

2. Evaluate and initiate recommendations concerning program requirements, curriculum,

policies, and program logistics for the MB#ogram

3. Review the operations of the MBA program and make recommendations for
improvement

4. Review and approve proposals concerning the MBA program

5. Assist the MBA Director with implementing approved changes

Procedures All proposals must be apprav¢éhrough the MBA Committee and then

forwardedto the appropriate department for approval. The MBA Committee will meet on an
as needebasis but no fewer than two times a semester. Admissions and Readmissions

applications can beeviewed and approved videetronic voting methods.

V. FACULTY GOVERNANCE

The faculty shall govern and control the educational affairs of the institution in the consultation
with the vice president for academic affairs and the president, subject to approval by the Board

of Trustees. The faculty, in a properly called meetinghésprimary decisiomaking body of

Limestone College in areas of academic concern. Faculty committees derive their authority from

the faculty and are accountable to it for all actichlkober t ' s Rul es of

Or d

will apply to all manners fogovernance within Faculty Meetings, Standing Faculty Committee

meetings, Faculty Division meetings and

A. Faculty Meetings

Facu

Faculty meetings are scheduled on a monthly basis during the academic year.-#xihefull
members othe faculty are expected to attend. Announcement of the faculty meeting will be

provided at | east seven days i n advance.
the meeting, a special faculty meeting may be called to complete the agerestAelven days

Sh

in advance of an upcoming faculty meeting, the faculty secretary will distribute the minutes of
the last meeting and the Associate Vice President for Academic Affairs will distribute the agenda
for the pending meeting, which will includeyamotions on which the faculty will be asked to

vote.

The associate vice president for academic affairs will chair faculty meetings. Items for the

agenda (committee reports, motions, etc.) should be submitted to the office of the associate vice

presidentdr academic affairs by the second Friday of the month.
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Before a meeting begins, the faculty secretary will determine that a quorum is present. A quorum
is determined as 51 percent of the membership. An official set of minutes will be maintained by
the faculty secretary and, at the conclusion of each academic year, will be sent to the library
where it will be available for reference.

The College president is invited to attend all faculty meetings in order to hear faculty concerns
and express his own. Tipeesident may address the faculty at any faculty meeting after being
given the floor.

All motions approved by standing faculty committees must be approved by a majority vote of
faculty members in attendance at the monthly meeting. No action affectiregsratvered by a
committee may be taken at a faculty meeting unless the faculty has been informed in writing of
the motion to be acted upon at least seven days in advance. The faculty may move to waive this
rule temporarily if twethirds of those presenbte in favor. Exceptions to this rule are 1)
amendments, 2) substitute motions, 3) motions pertinent to committee reports, and 4) procedural
motions.

Special meetings of the faculty may be called 1) by the faculty while in a faculty meeting, 2) by
the vie president for academic affairs, or associate vice president for academic affairs, when
requested by formal action of any standing committee of the faculty, or 3) by the president of the
College.

B. Faculty
1. Membership

The voting faculty consists d@ll full-time preceptors, instructors, assistant professors,
associate professors, professors (including professional librarians in any of these ranks),
associate vice president for academic affairs, and the vice president for academic affairs.
Ex officio nonvoting members include the prdent, executive vice president, vice
president for financial affairs, vice president for institutional advancement, vice president
for student services, assistant dean/director of social work, regiaaof the Exended

Campus Program, vice president for enrollment services, \acel president for
intercollegiate athletics

Visiting full-time teaching faculty may be appointed with rank of preceptor, instructor,
assistant professor, associate professopyafiessor. Visiting fultime faculty with the
rank of preceptor or above will share fully in all responsibilities of the faculty, with the
exception of voting rights at meetings of the faculty at large.

Preceptors are futime, nontenure track teachgnfaculty. As such, they are expected to

attend and patrticipate in faculty meetings.
Adjunct faculty may attend and participate, but not vote, in faculty meetings.
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2. Governance Duties of the Faculty

The faculty shall govern and control the educational affairs of the institution in the
consultation with the vice president for academic affairs and the president, subject to
approval by the Board of Trustees. The faculty, in a properly called meetitigg is
primary decisiormaking body of Limestone College in areas of academic concern.
Faculty committees derive their authority from the faculty and are accountable to it for all
actions. A majority vote of the faculty may supersede the action of anjtyfacu
committee. Every faculty committee shall report at least once a term to the faculty at a
faculty meeting. The faculty’s responsib

a. Curriculum

The faculty will have primary responsibility faleterminingthe curricular content of
the academic program of the College, including:

the educational objectig®f the College;

the structure of the curriculum, courses and course descriptions;

the requirements for graduation;

the establishment and continuatiardascontinuation of majors and programs;
the structure and content of the Honors Program;

the determination of which disciplines make up which divisions.
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Faculty will recommend changes in the academic program to the vice president for
academic affairs anithe president for their approval.

Significant changes in the above areas will be subject to the final approval of the
Board of Trustees. The president shall determine which actions of the faculty require
Board of Trustees approval. The president isiested to communicate to the faculty
the Board’s disposal of an issue and, i f
the reasons for the decision by the Board of Trustees.

b. Academic Policies

The faculty will have primary responsibility foetermining academic policies of the
College, including:

1. policies relating to academic stands and expectations, includirige grading
system, examinations, class attendance, academic probation, suspension, and
expulsion

advising;

use of the library;

admissions and scholarship;

teacher education;

foreign study and travel programs.

R

Faculty will recommend changes in the academic policies to the vice president for
academic affairs and the president for their approval.
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Significant changes in the above are@l be subject to the final approval of the
Board of Trustees. The president shall determine which actions of the faculty require
Board of Trustees approval. The president is requested to communicate to the faculty
t he Boar d’ s di s ithesaetibn obtlie faaulty hass @ lbeen sastaided,
the reasons for the decision by the Board of Trustees.

. Student Life

The faculty may make recommendations to the president, the vice president for
academic and student affairs, and thiee presiden for intercollegiate athletics
regarding policies and procedures, including the following areas:

campus life and student behavior;

student publications;

campus lectures, concerts and convocations;
campus recreation;

athletic life;

religious life.
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Significant changes in the above areas will be subject to the final approval of the
Board of Trustees. The president shall determine which actions of the faculty require
Board of Trustees approval. The president is requested to communicate to the faculty
theBoard’'s disposal of an i ssue, and, I f
the reasons for the decision by the Board of Trustees.

. Personnel Policies
The faculty may recommend to the president or the vice president for academic affairs

changesn the personnel policies and practices of the College as they relate to faculty
members, including:

1. evaluation systems for personnel decisions,

2. leaves of absence, sabbatical leaves, Hopper Fund awards, and faculty
development grants,

3. promotion, tenuregontract renewal and naenewal,

4. grievances and appeals procedures,

5. salaries and fringe benefits,

6. selection of divisional and department chairs.

Significant changesn the above areas will be subject to the final approval of the
Board of Trustees. Thegsident shall determine which actions of the faculty require
Board of Trustees approval. The president is requested to communicate to the faculty
the Board’'s disposal o f an iIissue and,
sustained, the reasons foe decision by the Board of Trustees.

. Faculty Organization and Governance
The faculty has responsibility for making changes in the faculty governance system,

except in instances in which the change would involve an alteration of either the
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charter o bylaws of Limestone College. In such cases, the faculty may recommend
changes to the associate vice president for academic affairs or vice president for
academic affairs, who will give them with his/her recommendatiortee president,

who in turn will give them together with his/her recommendatiots,the Board of
Trustees. The president i's requested
disposal of an issue and, if the action of the faculty has not been sustained, the reasons
for the decision by the Board of Trustees.

The faculty governance/stem includes the following specific responsibilities:

election of faculty officers,

definition of the faculty

organization of faculty meetings

faculty committee structure and charges.
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3. The Faculty and the Board of Trustees

The faculty shall elect one of its members to represent it, without vote, at all meetings of
the Board of Trustees and one member to represenitliput vote, at all meetings of
each of the following committees of the Board of Trustees:

Committee on Insuction, Academic Policyand Enrollment Services
Committee on Finance

Committee onnstitutional Advancement

Committee on Student Life

Committee on Buildings and Grounds

Committee on Investments

Committee on Athletics

@roaooop

These representatives shall be &ldcaat large to twayear terms by vote of the faculty in a
properly called faculty meeting after nominations from the floor.

C. The Role of the Vice President for Academic Affairs in Faculty Governance

As the chief academic officer of the College, theevpresident for academic affairs has
broad responsibilities for the effective operation of the academic program. The vice
president for academic affairs should provide leadership for the teaching faculty and the
academic staff toward the goals and olyest of the College, maintain a collegéde
perspective, seek cooperative functioning of all the various academic units, be an advocate
for the highest possible quality in the academic program, and for the faculty, represent the
views of the faculty in metings of the Board of Trustees, and represent administrative views
in faculty meetings.

1. Responsibility

The vice president for academic affairs will supervise the faculty, divisional and
department chairpersons, and all who administer programs vghigport the overall
academic program, including the librarian, the registrar, student financial aid director,
and the directarof the Extended Campus Progam
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2. Evaluation of Faculty

The vice president for academic affairs shares with the Faculty @peaeht Committee

the responsibility to maintain a fair and effective evaluation system. He/she will assure
operation of the evaluation process and will provide administrative support for the
system. Particularly, he/she will maintain in his/her office th Col | ege’ s
personnel file for each faculty member.

3. Faculty Development Committee

The vice president for academic affairs has responsibility to cooperate with the Faculty
Development Committee, but will have the separate responsibility éssaggormation
and make personnel recommendationghéopresident.

D. Divisions
1. Membership

The academic programs of Limestone College are conducted within the framework of
five divisions: Division of Arts and LettersDivision of Education andPhysical
Education, Division of Natural Sciences, Division of Professional Studies, and Division
of Social and Behavioral Sciences. The following departments are included in each
division:

Division of Arts and Letters
Art
English and Modern Languages
History and Geography
Music
Professional Communication and Interdisciplinary Studies
Religion and Philosophy
Theatre

Division of Education and Physical Education
Education
Physical Education, Athletic Training, & Sport Management

Division of Natural Sciences
Biology, Physical, and Earth Science
Chemistry Computer Science and Information Technology
Mathematics

Division of Professional Studies
Business, Economics, and International Studies
Human Resource Management & Health Care Administration

Division of Social and Behavioral Sciences
Criminal Justice, Political Science, Sociolp&§gychologyandSocial Work
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2. Responsibilities

Responsibilities of the division include:

a. formulating courses and developing majors within that division,

b. formulating theacademic schedule,

c. strengthening disciplines by curricular and budgetary planning, and by promotion,

d. advising students regarding courses, College requirements, majors, minors, graduate
schools, careers, etc.,

e. supervising student teaching,

f. recommending thereation of a new faculty position according to the guidelines in

the facultystaff handbook,
g. cooperating with the Faculty Development Committee in implementing evaluation
procedures,
h. preparing a budget, controlling expenses, and selecting library material
promoting lectures, concerts, newsletters, plays, retreats, and special events, related to
the discipline,
supervising the purchase and care of equipment and use of facilities,
cooperating with the Admissions Office in recruiting students,
supervising stdent help,
. preparing divisional and/or degree program literature,
selecting recipients of scholarships, honors, and awards,
carryingout other activities which contribute to the effectiveness of the division.
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3. Division Chairpersons

The vice presidentor academic affairs, after considering the recommendations of the
faculty, shall appoint divisional chairpersons. The chairperson is appointed for a two
year term and may be reappointed. If a vacancy occurs, the vice president for academic
affairs will appoint another person to fill the remainder of the term. Altiie tenure

track faculty are eligible to serve as divisional chairpersons.

4. Division Chairpersonds Duti es

The division chair is an administrative position. The individual who hiblidsposition

must be a member of the divisiom filling the position of division chair, the associate
vice president for academic affairs and the vice president of academic affairs will seek
input from members of the division

The following is a lisbf the responsibilities and duties of the division chair:

a. serve as an advocate for the division and as a liaison between the division and the
administration,

b. be responsible to the associate vice president for academic affairs and the vice
president fomcademic affairs for effective operations of the division
(to be inclusive of, but not restricted to, appropriate delegation, maintenance of
syllabi, and select duties during summer months, resolution of student and/or
faculty complaints, consuwtion with the associate vice president for academic
affairs on grade appeals and other issues as needed. etc/)
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plan,preside and reporbn division meetings,

review class schedules with department chairs

e. oversee the management of department budgets as wdile agrdcesses for
promotion and tenure, course scheduling, and curriculum review and change

f. recommend adding, replacing or eliminating faculty positions

g. make recommendations on contract renewal, termination, promotion, tenure, and
other personnel matters

h. review department plans on ongoing recruitment activities annually

i. attend meetings and activities requested by the associate vice president for
academic affairs and/or vice president for academic affairs

J. perform other duties as assigned by the assowiat president for academic
affairs, vice president for academic affairs or by the president,

k. evaluate department chairs in accordance with established procedures,

I. cooperate with the associate vice president for academic affairs and the associate

vice president for planning and assessment in planning and assessment processes

and documentation. (e.g., WEAVHMlatrices Curriculum May). (SeePlanning

and Assessment Policy Manual.)
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E. Department Chairpersons

The DepartmentChair is an administrative position. The individual who holds plusition

must be a member of the representative academic area(s). In filling the position of department
chair, the associate vice president for academic affairs and the vice presideatafbemic

affairs will seek input from members of the academic area(s); however, the appointment is the
responsibility of the vice president for academic affairs.

The following is a list of the responsibilities of the Department Chair:

a.

b.

oo

serve as amdvocate for the department and serve as an advocate for the administration
and the division to the department,

be responsible to the division chaine associate vice presideahd the vice president

for academic affairs for effective operations of tlepartment (to be inclusive of, but

not restricted to, appropriate delegation, maintenance of syllabi, and select duties during
summer months),

plan,preside and reporbn department meetings,

work with department faculty in preparing and submitting cledsedules in a timely
manner to division chairs

in conjunction with the depanent faculty, recommend curriculathanges to the
division.

manage department budgets effectiyely

recommendhdding replacing, or eliminating faculty positions to the divisalrair,

evaluate all faculty in the department and appropriate academic areas in all delivery
formats of the College.

Prepare the Department Annual Report as well as the appropriate academic assessments
(e.g., WEAVE Matrices and Curriculum Mapsas desribed in thePlanning and

Assessment Policy Manual

monitor regularly department syllabi to ensure that Day, ECC, and ECI syllabi are
equivalent as well as appoint department members to serve as Course Coordinators
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responsible for preparinghaster syllab and master courses in Blackboard or the
approved LMS.
k. insure that a standardized syllabus is in use for each department course in all delivery
formats
I. make recommendations to the division chair on contract renewal, promotion, fenure
termination,and dher personnel matters,
. plan and organize ongoing recruitment activities,
attend meetings and activitieequested by the division chair, the associate vice
president for academic affairs, the vice present for academic affairs, or the president,
o. perform other duties assigned by the division chair, the associate vice president for
academic affairs, the vice president for academic affairs, or the president.
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F. Faculty Committees
1. Structure

Each committee of the faculty will have:

a. specific duties,

b. achairperson, vice chairperson, and a secretary, who are elected by the committee
as a whole,

c. authority to determine its own effective method of conducting business, whether in
whole committee or subcommittee, etc.,

d. a designated meeting time,

e. authority torecommend to the Coordinating Committee changes in its charge, size,
continuance, or discontinuance.

2. Classification of Committees

a. standing Committees: Coordinating; Student Life; Curriculum; Academic Life,
Faculty Development; Achieving Writing Excefice; Faculty Advisory
Committee on Intercollegiate Athletics.

b. subcommittees may be created by standing committees listed above to address
specific and continuing issues.

c. ad hoc Committees may be created by the vice president for academic affairs, by
the asociate vice president for academic affairs, by formal action of the faculty, or
by the Coordinating Committee to address specific and continuing issues.

3. Memberships
Those eligible to serve on committees are:

a. faculty members, as definedundeFacul ty” i n this govern
for ex officio members, each faculty member may serve on no more than two
standing committees or chair more than one standing committee each year.
Faculty members who serve in an ex officio capacity on a ¢tieerare ineligible
to be elected to that committee.

b. students may serve and vote on committees where specified but are not eligible to
serve as an officer.
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The president shall be an ex officio member of all faculty committees. The vice president
for acalemic affairs and/or the associate vice president for academic affairs shall be a
voting member of all faculty committees with only one vote.

Subcommittees must be chaired by a member from the parent committee. Faculty,
students, or administrators wholthadministrative offices relevant to the work of the
subcommittee may be assigned by the parent committee to serve as additional members.
Members of the subcommittee who are not members of the parent committee have full
voting rights in the deliberatiorts the subcommittee but not in the parent committee.

In cases of leaves of absence, sabbaticals, extended iliness, or failure to carry out the
duties of a committee position, the Coordinating Committee may select a substitute
member to serve until the xteregular election or until the regular member is able to
resume his/her duties. Any faculty member who serves at least eight months of any
academic year on a committee is considered to have served a full term when determining
eligibility for subsequenservice on that committee.

4. Selection Procedures
The following procedures govern the selection process of committee members:

a. The Coordinating Committee shall function as the nominating committee for all
committee memberships, except its own. It shadipose one nominee for each
position. No faculty member may be elected to more than two committees.
Nominations from the floor for each position are in order at the time each
nomination is presented at the faculty meeting.

b. Elections shall be completetbr each committee before elections for the
succeeding committee begins.

c. Those receiving the most votes in initial elections will serve the longest terms.
Thereatfter, all members are normally elected to full terms.

d. Ordinarily no faculty member may serveora than two full consecutive terms on
any committee. Exceptions to this policy are faculty who serve on a committee as
the result of their administrative role, for example, division chairpersons, director
of teacher education, etc.

e. The vice president foacademic affairs shall have the authority to grant an
exemption from committee responsibilities for an individual in any particular year
upon appeal by that individual.

5. Committee Reporting Procedures

Faculty Standing Committees meet the first weektled month. In order for a
commi ttee’s motions to be included in tI
committees must approve their minutes and submit a copy of approved minutes and a list
of approved motions to the associate vice president fateata affairs by the second

Friday of the month. The associate vice president for academic affairs will distribute an
agenda for the faculty meeting including committee motions and committee minutes to
the faculty by the third Wednesday of the month.
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6. Faculty Standing Committee

a. Coordinating Committee

Membership: The Coordinating Committee will consist of the vice president for
academic affairs, the associate vice president for academic affairsydhdivision
chairs, theDeanof the Extended Campus Prograamd one elected faculty member
from each division. Those eligible for membership on the Coordinating Committee
include all fulttime teaching faculty members.

Faculty holding visiting appointments are not eligible to sesm the Coordinating
Committee.
Terms of Office: Faculty members shall serve-gaar terms.

Duties: The Coordinating Committee is charged with the following duties:

1.

to bring matters related to the wéking of the College and academic life in
particular to the attention of the faculty, the appropriate faculty committee, the
vice president for academic affairs, and the president,

to continually review college procedures and policies and to make
recommendations to the appropriate entities,

to revew the faculty governance structure and to recommend changes for
faculty considerations,

to coordinate all college committees by establishing priorities and assuring that
the charges of the committees are carried out,

to serve as a nominating committeer fall elected positions on other
committees elected by the faculty as a whole, and to assure that such
nominations represent a mixture of divisional representation,

to nominate annually for election by the faculty a parliamentarian and a
secretary.

Procedrre: The process for nominating and electing members to the Coordinating
Committee.

1.

2.

Division representatives will be elected at the April division meetings and serve
a oneyear term beginning July 1 of each year.

When a member of the Coordinating Comnattznnot or does not fulfill the
responsibilities of membership, the Coordinating Committee may appoint an
alternate to serve until the next regular election or until the regular member is
able to resume his/her responsibilities. After a temporary appeintt this
specific position will then be considered a vacancy as of the next regular annual
election.
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b. Student Life Committee

Membership: The Student Life Committee shall consist of five facaitgt four
studentimembers Two Day Program studesntvill be chosen each year by the Student
Government Association andio Extended Campus Program studgefiom ECC and

ECI, respectively, shall bappointed annually by the Extended Campus Dirsctéi
members of the Student Life Committee shall haveakgoting power on issues
properly brought before the Committee. A representative of the professional staff
from the Office of Student Services, librarian, the President of the Student
Government Associatigrand the VicePresident of the Student Alumbeadership
Council are exofficio members.

Terms of Office: Faculty members shall serve staggered-jle@eterms.
Duties: The Student Life Committee is charged with the following duties:

1. to examine and recommend ways to improve the living &atning
environment for the College communityincluding areas of student behavior,
resident hall life, commuter life, campus grounds, buildings and facilities,
campus organizations, student publications, transportation, and parking;

2. to review the operain of the following and recommend appropriate changes
to:

(a) the Judicial Board
(b))t he Coll ege’ s intramur al athletic
3. to assist in alumni matters as requested by the alumni director.

c. Curriculum Committee

MembershipThe CurriculumCommittee shall consist of seven faculty members with

a minimum of one faculty member from each division, the vice president for academic
affairs,associate vicpresident for academic affaifsharing a vote), and two students
(from the Dayand ExtendedCampus programs, respectiveppointed by the vice
president for academic affairs. The registrar, the director of the Likiheripeanof
ExtendedCampusProgramsand the director of teacher education shall befégio
memberf this committee.

Terms of Office: Faculty members shall serve for staggered -fleae terms and
students shall serve for one academic year.

Duties: The Curriculum Committee is charged with the following duties:

1. To assist the Coll ege’ s-termplanming related a d m
to the curricular content of the academic program and the educational
objectives of the College and to make recommendations to the whole faculty
or to faculty committees.

2. To evaluate and initiate recommendations concerning requiremerjtgsma
programs, and all courses of the College.
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3. To review the operations of the following and recommend appropriate
changes:
the College’s enrichment offerin
the operation of the library,

4. To evaluate the Honors and the PALS Programs to commuiieatesults of
these programs’ operations and to a
resource acquisition.

Procedures:

1. New course proposals shall be submitted to the appropriate division in regular
session.

2. If that division does not approve the proppsmmurse or curriculum change,
discipline members or an individual may appeal directly to the Curriculum
Committee.

3. Every course proposal must be submitted to the Curriculum Committee and
then, if approved, sent to the faculty for consideration. Thesidecbf the
faculty is sent to the vice president for academic affairs for final consideration.

4. If the Curriculum Committee does not approve a proposed course, the
appropriate division, discipline members, or an individual may appeal directly
to the faculy.

5. In the event a disagreement continues, the vice president for academic affairs
and the president will make the final decision.

6. The Curriculum Committee shall work in cooperation with all faculty
committees, using their resources when neegediicularly in longrange
planning.

7. New academic programs may emanate from the students, faculty,
administration, or trustees in an effort to maintain maximum viability in the
academic pursuits of the College. Any revisions or additions to the current
academic program approved by the faculty are presented first to the vice
president for academic affairs and then to the president for approval.

8 A “needs assessment’” shoul d accompan
potential enrollment, sources for enroéint, career options available, qualified
staffing, and appropriate funding. All of these issues must be addressed and
appropriately answered prior to the implementation of any new academic
program

d. Academic Life Committee

Membership: The Academic lefCommittee shall consist oine members elected by
the faculty with a minimum of one faculty member from each divisioseven
members of the committee are to be-tutie faculty;two additional membey (the
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Deanof Academic Supporand the Dean of Extended Campus Prograntisbe Ex
Officio membes).

Terms of Office: Faculty members shall serve staggered-jleaeterms.
Duties:The Academic Life Committee is charged with the following duties:

1. review the operation of the follomgy and recommend appropriate changes:

@the College’s admissions policies
(b) theCol | ege’ s schol arship progr ams
(¢t he Coll ege’s policies and procedur

tutoring programs, and retention
(d)t he CoHA.L&Sgaaed Ascessibility programs

2. when the Academic Life Committee is in session, the Committee will consider and
act upon all applications for admission to the College which are not automatically
acceptable according tosthe Coll ege’s

e. Faculty Development Committee

Membership: The Faculty Development Committee shall consisewénfull-time
faculty members subject to the following restrictions:

1. A minimum of five members must have tenure. All members must have a
minimum of three years of futime teaching experience at Limestone College.

2. The Committee must have a minimum of one (1) member from each division
3. No division chairs are eligible.

4. The CoordinatingCommittee shall appoint one (1) senior, tenured member of
the faculty to serve as an alternate.
Terms of Office: Faculty members shall serve staggered-yle@eterms.

Duties: The Faculty Development Committee is charged with the following duties:

1. to m&e recommendations to the vice president for academic affairs
concerning promotion and tenure, sabbatical leaves, leaves of absence, and
faculty development funds distribution,

2. to maintain arecord of actionin the strictest of confidence, which will be
retained in the office of the vice president for academic affairs.

3. to recommend to the Coordinating Committee changes in policy or procedure

related to facultyevelopmentommitteedecisionmaking,

to examine, ealuate, and recommend changes in the ar&ange benefits,

to examine and recommend ways to improve the living andnifen

environment for the College community, especially faculty life.

ok
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f. Faculty Advisory Committee on Intercollegiate Athletics

Membership: the Faculty Advisory Committee ontercollegiate Athletics shall
consist of five fulltime faculty members elected by the faculty including at least one
elected member from each academic division of the College. The member(s) elected
from the same division as the Faculty Athletic Repriedeme shall represent a
different program area from the FAR (See Appendix L for Faculty Athletic
Representative). The Faculty Athletic Representative shall be an ex officio voting
member and shall chair the Committee. The director of athletics shal é&e officio

voting member of the Committee. There shall be two student members, one male
studentathlete, and one female studeathlete, elected each year by the Student
Athletic Advisory Committee. The student members shall be ex officio voting
membes. The Academic Compliance Officer and
shall be ex officio, noivoting members.

Terms of Office: Elected faculty members shall serve staggered-\ythaeeterms.
Student members shall serve gmar terms.

Duties: The Rculty Advisory Committee on Intercollegiate Athletics is charged with
the following duties:

1. to meet on a regular schedule for the purpose of discussing both the general
state of affairs in the Athletic Program and any specific issues and concerns
raised by the faculty of the College, by student athletes and/or by the
Department of Athletics.

In addition to its regular meetings, the Committee may meet at the request of
any member to the committee chair. By majority vote of the Committee, it
may choose tameet in executive session, that is, with only its members
holding faculty status present.

2. to review and approve the schedules of all athletic teams,

3. to be particularly concerned with those issues related to the welfare of student
athletes, to the acanhic integrity of the College as it is affected by athletics
and to the monitoring of the Athleti
of the College, of the NCAA anaf other governing conferences,

4. to be an advisory body and make reports and recomatiend when
necessary to the Coordinating Committee, to the director of athletics, to the
president of the College, to the vice president for academic affairs and to the
faculty-at-large.

5. to participate in the formulation and review of policies relatadtercollegiate
athletics.

6. to hear appeals from student athletes which involve expulsion from a team
and/or revocation of athletic graritsaid and to make recommendations to the
director of athletics and to the president concerning those appeals.
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7. to spot check athletic eligibility and athletics financial aid limits on a regular
Basis to ensure compliance with NCAA guidelines.

g. Achieving Writing Excellence (AWE) Committee

Ex Officio members shall include thé&/riting Center Director and thAWE Core
Faailty Development facilitator(sklected members shall include at least one member
from each division; when possible elected members should have participated in the
AWE Core Faculty. In its membership, the Cortige shall include at least one
member with experience teaching in the Extended Campus Internet and at least one
member with experience teaching in the Extended Campus Classroom.

Terms of Office: Faculty members shall serve thyear staggered terms. Kéers
may serve more than one term

Duties: The AWE Committee is chargeuth the following duties:

to oversee the faculty trainirnddevelopmentor the AWE Program.

to approve Writing Intensive Courses.

to support and advise the AWE Directord Cedirector.

to promote théAWE Program and to celebrate and recognize good writing and
the teaching of writing

PwpNPE

Procedure: Faculty representatives will be nominated in March by the AWE
committee and submitted to the Coordinating Committee for the Aprilimgeet

Meeting: Regular monthly meetingsth additional meetings as needed.
h. General Education Assessment Committee

General Education Assessment Committee consists of faculty members representing
each of the five academic divisions, two faculty memlsedected at large, with at
least two faculty members who have teaching experience in the Extended
Campus. (The two faculty members with EC experience may be members selected
from the divisions and at large or they may be additional members of the
commitiee.) The Associate Vice President for Planning and Assessment will be an ex
officio voting member of the committee. Members shall serve {yeae terms.
Members may serve more than one term.

Goal: To maintain a successful, facultlyiven and facultyasessed General Education
program.
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Duties:The GEAC Committee is charged with the follownshgfies:

to coordinate SLO data collection and analysis with the respective departments;

to collect the data for each SLO and enter the summary on WEAVEq(ily; A

to provide feedback for each SLO to the respective departments;

to review proposed changes in courses for the General Ed program and forward

a recommendation on the proposal to Curriculum Committee.

to approve requested assessment changes foetier&s Ed program.

to review/make recommendations for the General Education assessment plans for
each SLO.
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VI. FACULTY AND STAFF POLICIES

A. Faculty
1. Method of Initial Appointment

Faculty appointment and rank will be determined by such factotsuasyot limited to,

highest earned degree and the number of years of teaching experience. Appointment to a
particular rank shall be made by the president upon recommendation of the vice president
for academic affairs with the advice of the division anglaggnent chairs. All Limestone
faculty hired at the rank of instructor or higher are considered tenure track unless
otherwise noted in the letter of appointment and are probationary during their first three
years of appointment. Netenure trackfull-time faculty hired on an annual basis do not
serve a probationary period.

a. Full-Time Faculty

When a vacancy or new position occurs, the division chairperson, in consultation with
appropriate department chairperson and department faculty, will prepare a
recommendation of the department to the vice president for academic affairs as to
whether the position should be filled. The vice president for academic affairs will then
make a determination with regard to filling the position. Taking into considethgon
recommendation of the department chairperson, division chairperson, the associate
vice president for academic affairs, the vice president for academic affairs and the
president will make the final decision.

When it is determined that the position slidoe filled:

1. A Search Committee will be established by the vice president for academic
affairs, normally consisting of the appropriate division chairperson, the
appropriate department chairperson, two department faculty merabetfser
divisional faculy member, and chaired by the vice president for academic
affairs, or the associate vice president for academic affairs.
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2. The Search Committee will compose an advertisement acceptable to the vice
president for academic affairs. The advertisement will ipeogpiately placed
and include the notation, *“Affirmat:i.\

3. Applicants invited for interviews should be told prior to the interview visit
whether the College pays travel expenses, should be given some choice as to
date ofinterview and prior to the interview should receive as much information
as possible concerning the interview process and other obligations. The
candidate should receive appropriate material about the College, including a
catalog.

4. The chair of the SeardBommittee in conjunction with the vice president for

academic affairs wild/l arrange the ca
members of the Limestone faculty and staff as possililee advertisement
wi || al so include t hamdidatd raustebenwilting fo “ Tt

consent to and pass with satisfactor

5. The chair of the Search Committee should tell the candidate during the
interview approximately when a decision will be made concerning the
appoinment.

6. Applicants should be notified immediately should the College decide not to fill
the position, and candidates should be notified of any unexpected delay in a
final decision.

7. A vote by simple majority of the Search Committee will constitute a
recomnendation to the vice president for academic affairs that the candidate be
hired. The vice president for academic affairs will forward the Search
Commi ttee’ s recommendation along wit
president.

8. At the close of the searchll applicants will receive written notification of the
status of their application.

9. During these procedures, the Search Committee must keep a recruiting log.
When the position is filled, this log along with correspondence, the
credentials of applicds, and copies of the advertisement for the posiion
mu st be deposited in the vice presi
retained for 12 months.

b. Adjunct Faculty

Adjunct faculty are selected by the vice president for academic affairs in @iosult

with the associate vigaresident for academic affairs atiee appropriate division and
department chairpersons to meet instructional needs which cannot be met by regular
full-time faculty. Appointments are made for one term at a time.

It is expeced that, whenever possible, advertisements will be placed in local and
regional newspapers, and other institutions in the area will be canvassed to seek
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qualified candidates. The candidate must provide appropriate credentials, including
official transcrigs, to the vice president for academic affairs before being issued a
contract.

Copies of contracts for adjunct faculty must én file in the office of the executive
vice pesident.If a coursehas only a few students, the salary is prorated, per the
adjunct faculty contract.

2. Criteria for Initial Rank

Each fulttime tenuretrack faculty member, including professional librarians ontfaike
assignment, shall be appointed to one of the following ranks: preceptor, instructor,
assistant professoassociate professor, professor. All such appointments to a particular
rank shall be made by the president upon the recommendation of the vice president for
academic affairs with the advice of the Search Committee.

To be eligible for an initial appointmemno a particular rank the faculty member must
meet the following minimum qualifications:

a. Nontenure Track Rank
Preceptor

Preceptors are futime, nontenure track members of Limestone College faculty. The
minimum requirements for appointment agpa ecept or are the me
equivalent with 18 graduate hours in the teaching field.

Preceptor appointments are made on an annual basis for a period of one (1) calendar
year, and preceptors teach a normal load of 12 to 15 credit hours peresamesthat
calendar year unless given release time for other duties. Preceptors may be renewed
pending satisfactory evaluation of teaching and other duties by the academic
department or division chairperson.

Preceptors are hired and appointed by ttoegsses used to hire and appoint alkfull
time faculty, regardless of tenure track status, outlined in the sectior& &R VI,

A, 1, g above. Precetors report to their respective academic department and divisional
chairpersons.

Like other fulttime faculty, preceptors are expected to devote time for recruitment as
well as to advising, to assist with student registration, attend graduations, provide input
for the selection of library materials, assist with the development of the semester
schedulemaintain currency in teaching discipline through faculty development, and
attend and participate in department, division, and faculty meetings.
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b. Tenure-track Ranks
1. Instructor

The master’s degree or equi v antleereachingi t h
field will be requirement for hiring at the instructor level.

2. Assistant Professor

The terminal degrees (see Table I) with little or no experience is the normal criterion
for hiring at the level of Assistant Professor; a faculty menadr an appropriate
Master’s Degree shoul d htime teackng expeeiemcetat f o |
the college level before appointment to this rank.

3. Associate Professor

The terminal degree (see Table I) and five (5) years ofifu# teabing experience at

the college level is the normal requirement for the rank of Associate Professor. A
person hired at the associate professor level should demonstrate distinction in teaching
and campus leadership (service as chairperson of campus casette).

4. Professor
The terminal degree (see Table I) and eight (8) years efifudl teaching experience
at the college level is the standard criterion for the rank of Professor. A person hired
at the professor level should demonstrate high distin in teaching and campus
leadership.

5. Terminal Degrees

That credential which Limestone College considers the terminal degree in each
academic discipline is lied below in Table.|

Table |
Terminal Degrees
Academic Area Terminal Degree
Art

1. Studio M.F.A.

2. Other than Studio Ph.D.
Athletic Training MA or MS
Biology Ph.D.
Business Administration D.B.A. orPh.D.
Chemistry Ph.D.
Communications Ph.D.
Computer Science Ph.D.

Creative Writing M.F.A.
Criminal Justice Ph.D.or D.P.A.
Economics Ph.D.
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Education Ph.D.or Ed.D.
English Ph.D.
Foreign Language Ph.D.
Geography Ph.D.
Health Care Administration Ph.D. or DB.A.
History Ph.D.
Human Resources Management Ph.D. or DB.A.
Library Science M.L.S.or M.L.I.S.
Mathematics Ph.D.or Ed.D.
Music D.M.A., Ed.D. or Ph.D.
Philosophy Ph.D.
Physical Education Ph.D. or Ed.D.
Political Science Ph.D.
Psychology Ph.D.or Psy.D.
Physics Ph.D.
Religion ORh.
Social Work M.S.W.
Sociology Ph.D.
Speech Ph.D.
Theatre

1. Performance/Production Area  M.F.A.

2. Other Ph.D.

3. Graduate Faculty

Full-time and partime faculty who teach graduate courses must be approved for
Graduate Faculty or Adjunct Graduate Faculty status. This action is initictesl in
academic department and subsequentayap is required of the vice president for
academic fairs.

The minimum qualifications for appointment to teach graduate courses are a terminal
degree in the discipline, or its equivalent, and evidence of appropriate scholarly
engagement. As part of their professional development, all gradwateyfare expected

to maintain currency in their teaching field and to engage with peers, on a regular basis,
in the exchange of knowledge and information in the discipline.

It is the responsibility of each graduate faculty member and each departrapstite

that its graduate faculty maintain eligibility for appointment to graduate faculty status.

Full-time graduate faculty provide instruction at the gradiatel, assist students with
graduate level research and projects, and approve all chaongée tgraduate curriculum

at the department level. All graduate curriculum and curriculum changes must be
approved by the department, the division, the curriculum commiiee the faculty.
Adjunct graduatdaculty provide graduatkevel instruction and @y, upon approval of

the department chair, assist students with research and projects.

Generally, faculty will teach one graduate course and two undergraduate courses each

semester; the maximum number of graduate courses a faculty maaybieach in a
samester is two.
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Graduate faculty contracts will specify between -184 hour teaching loads for the
annual contract period with a maximum of 30 credit hours for a calendar year(July
June).Courses may be taught year round at the discretion of tlaetdegmt chair.

1 3 hour graduate class = 4.5 load credit hours
1 1 hour graduate class = 1.5 load credit hours.

Graduate faculty will be evaluated based on the following scale:
Teachingeffectiveness  50%

Service 15%
Professional Activities 25%
Recruiting 10%

See pagd9 for descriptions of the Criteria

All graduate faculty are expected to engage in professional activiRestessional
activities include those pursuits that increase the body of knowledge in the faculty
me mber ' s di scipline. Whi | e professional
menber, faculty rank and assignmewill be taken into consideration when evaluating
professional activitiesSThe following are examples (n@xhaustive) of professional
activities.

=

Publications (books, chapters in books, peer reviewed journals and
pubications)

Curricula design

Papers presented at meetings of professional societies
Professional Consulting/Business Proposals

Critical reviews of published works

Patents

Grant proposals/awards

Activities and offices held with professional organizations
Paticipation on accreditation reviews

Participation on editorial boards/committees

Additional certifications

Continuing education certification and licensing

=A== -0-9_-49_-9_-49_45_5_-°3-°

. Contracts and Notification Dates

The basic contract for tenwteack faculty is for nine (9) months of service; however,
faculty members will be pa in twelve (12) monthly installments. The annual contract
between the faculty member and the College is considered legally binding on both
parties.

The basic contract for netenuretrack full-time faculty isfor eleven (11) months of
service; howeverpreceptors will be paid in twelve (12) monthly installments. The
annual contract between the preceptors and the College is considered legally binding on
both parties.
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The president of the College will notify each ftithe faculty member on or befofgril

1 of his/her status for the following academic year. This notification will include the
faculty member’s rank and sal ary. Each
contract or reject the contract in writing. If the contract is not retumedt he pr esi |
office within a tweweek period, it is understood that the faculty member is not planning

on returning for the next academic year. To protect both the institution and the faculty
member, the contract will specify any and all speciabarstances of employment.

5. Faculty Rights and Responsibilities

a. Academic Freedom
The teacher is entitled to full freedom in the classroom in discussing his/her subject,
but he/she should not introduce topics unrelated to his/her subject or rfedéded
He/she is also entitled to full freedom in research and in publication of the results of
that research.

b. Public Responsibilities
The Limestone College teacher is a member of the community at large, a member of a
learned profession, and a regeatative of an educational institution. When he/she
speaks or writes as a citizen, he/she shall be free from institutional censorship or
discipline, but his/her special position in the community imposes unique obligations.
The public may judge theindivdual s profession and inst
He/she should at all times be accurate, exercise appropriate restraint, show respect for
the opinions of others, and make every effort to indicate that he/she speaks as an
individual and not for ta College.

c. Professional Responsibilities

Limestone faculty strive:
1 to maintain teaching effectiveness.
1 to maintain institutional strength and viability.
1 to maintain professional competency.
6. Faculty Development
It is recommended that each member of the-tiole faculty attend a professional
workshop or conference, or engage in graduate level courses at leagtvenctiree

years. The College provides several sources of funding to support faculty members
pursung professional development activities.
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a. Hopper Fund

In 1983, Dr. and Mrs. C.G. Hopper, Jr., a prominent physician and Limestone trustee
and his wife (a Limestone alumna) established the Hopper Endowment. Part of the
growth of this fund may be usédr faculty development. When funds are available,
faculty members who wish to continue study during the summer or through leaves of
absence may apply for financial assistance.

Priority is given to faculty members who are working toward a terminal debre

other activities such as the following are supported: returning to school to update
knowl edge i n t he faculty me mber ' s fie
workshops, seminars, or professional meetings; travel for research purposes; or travel
in connection with sabbaticals or leaves of absence taken for professional growth and
development.

b. Fullerton Foundation Faculty Awards

In 1984, the Fullerton Foundation gave Limestone College $5a®Q@ovide for

merit awards to be given to five deserving teAuaek faculty. The recipients are
usually selected by the students in their classes and by their colleagues on the basis of
excellence in classroom teaching and their caring and helpful concere firatiemic
progress of their advisees and the students in their classes.

c. Faculty Development Fund

The Faculty Development Fund provides financial support fortimé faculty
members pursuing professional development activities. The vice president for
academic affairs recommends a specified amount of funds in this budget line item each
year. The cha of the Faculty Development Committee will be informed of the
budgeted amount in this fund by October 1 of each acaderaic

Applicants requesting assistance from the Hopper Fund or the Faculty Development
Fund apply in writing to the vice president fmcademic affairs. The applications for
assistance are forwarded to the Faculty Development Committee. The committee
reviews applicants’ requests and makes
academic affairs. Committee recommendations are dubjéice approval of the vice
president for academic affairs.

Criteria for selection of recipients may include the following elements; relevance of
the activity to the classroom; the ways the activity will contribute to the personal and
professional growt of the recipient; the generation through the activity of a positive
contribution to the College; the contribution the activity will make to the existing body
of knowl edge in the recipient’s field;
recipient the seniority of the recipient. In addition, some effort is made to spread the
available funds among the academic divisions.

Assistance from the Hopper Fund and the Faddéyelopment Fund is in the foraf

a loan for which repayment is canceled upbrh e recipient’ s CQ
subsequent year of service as a member of the Limestone College faculty.
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d. Faculty/Staff Tuition Benefit

Limestone College strives to have the most highly educated and skilled faculty and
staff possible. To this end, ti@ollege will support its faculty and staff in their formal
educational endeavors provided there is a benefit to the College and provided
resources are avai |l RebilmburSeene‘nGr aBdeunaetfe t:
information concerning this berief

e. Academic Discipline Travel Funds

Academic discipline travel funds are available to eachtiimé faculty member to
ensure a minimum level of support for professional development activities. The vice
president for academic affairs, in consultatwith the division chairs, recommends a
specified amount of funds per faculty member each academic year. Faculty members
submit requests for the use of these travel funds through their department chairperson
and division chairperson. Division chairpersesommendations are forwardedthe

vice president for academic affairs.

f. Faculty Leaves
1. Application Procedures

A sabbatical leave is not something which faculty membars, eather,they earn

the right to apply for a leave. Meeting the following criteria may qualify one for a
leave of absence for a sabbatical, but the granting of such lestitedgscretionary
with the Board of Tustees, and meeting the criteria does not guaapproval.

Faculty members applying for a leave of absence for a sabbatical leave must submit
a written request to the vice president for academic affairs by October 15 of the
academic year preceding the one when they desire to be on leave.

The requesshall state the period of leave, the service to the College which makes
the applicant eligible, the way the leave will be spent including a detailed listing of
important activities, and the way the leave will benefit the College.

The vice president for ademic affairs will forward the requests to the Faculty
Development Committee chairperson and ask the divissowl department
chairpersoato send that committee a recommendation and a statement as to how the
College can best cover the leavea k e r ' .s Byd\Noviembersl5the Faculty
Development Committee will forward its recommendation to the vice president for
academic affairs, who will forward it with his/her recommendation to the president
by December 15. Leaves are granted by the Board of Truataesdl|y acting upon
requests for the following year at its spring meeting, upon the recommendation of
the president.

2. Sabbatical Leaves

Sabbaticals are leaves with pay and benefits (one semester with full pay or two
semesters with half pay). Sabbalicanay be granted as recognition of notable

48



service and as an aid and inspiration to further achievement. Faculty who have
attained tenure and the rank of assistant professor will be eligible to apply for
sabbatical leave after completing a minimum of wears of fulitime service to
Limestone College since initial appointment or a minimum of six years ofirfudi
service since any previous Limestone sabbatical leave.

Those granted a sabbatical leave are expected to file a full plan of their sabbatical
activities with the vice president for academic affairs. Because a sabbatical is
granted with the understanding that the faculty member plans to return, each
recipient wi || sign this statement :
sabbatical leave fro Limestone College, | hereby declare that | will return to
Limestone College for a period of no less than one academic year following
termination of my sabbatical or pay the full amount of my salary received during the
period of my leave back to the cajlee . ”

Within six months of the conclusion of a sabbatical, the faculty member will file a
detailed report of the results of the sabbatical activities. If requested to do so, the
faculty member is expected to make a presentation of his/her sabbaticaiesctovi

the administrationfaculty, and staff.

3. Leaves of Absence

Leaves of absence are without salary but with the assurance of a Limestone teaching
position at the expiration of the leave. They are usually used to complete advanced
degree work, tdelp the recipient to become more innovative and creative in his/her
field, or to meet personal needs. Normally, an individual shall have beertiamtull

faculty member for at least two years before taking a leave of absence. A leave will
not usually le approved for more than one year. Medical insurance will remain
available; however, the faculty member on leave will be required to pay the full
amount of the premium. The faculty member may also elect to make his/her regular
TIAA/CREF contributions dung the leave of absence, but the College will not
make its matching contribution during the leave of absence.

7. Evaluation of Faculty
a. Criteria for Faculty Evaluation and Salary Increases

The following criteria are considered most important &waluation and salary
increases:

1. Teaching effectiveness (as reflected by department chairperson, course
evaluationsandself-evaluationsknowledge of subject matter; academic rigor
and standards; supervision of student teachers, pracsicidents, anthterns;
reasonable and supportive attitude in dealing with students; accessibility to
students via office hours, email, and telephone;rahability in fulfilling
teaching obligations). This criteriors considered to be 60 percent daaulty
me mbsaesponsibility( 50 percent of a graduate
responsibility).
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2. Service to the College (may include but is not limited to, participation in and
leadership of College committees; collaborative, cooperative, and collegial
relationships with feulty, staff, and administratorstudent retention efforts
and special programs or events; advisement of students; and efforts to increase
theCollge’ s visi bil i isygonsidered Tolbe 280 percemt bfear i o
faculty member’ pereeponifbial igirya d u(al 5
responsibility).

3. Professional activity (as reflected by publicais, exhibits, and performance
attendance at and participation in professionaletings, seminars, and
workshop3. This criterion is considered to bE) percent of afaculty
member ' s responsibility, (25 perce.l
responsibility).

4. Contribution towardthe recruitment ofnew students. This cetion is
considered to be 10 percent (10pércem f ac
of graduate faculty member’s responsi

b. Procedure for Evaluation of Faculty

All Limestone College faculty members will be evaluated periodically. (Special
evaluation procedures for probationary faculty and for those eligible for temere
noted below)

The following procedures should be followed:

1. Course Evaluations Faculty should be evaluated by the students in each course
with an enrollment of five (5) or more students using the evaluation form and
methods adopted for Collegade use. This evaluation is done primarily so that
a faculty member may assess and then improve the efficacy of his/her teaching.
Results of the evaluation are available to faculty. Faculty are responsible for
maintaining a personal copy for their files. cApy of the course evaluan is
also kept in the office of the vice president for acadefffigdra

2. Self-Evaluation— Near the end of the spring semester, each faculty member will
provide his/her department chairperson with a narrativeassiéssmentf dis/her
activities and performance during the academic year. It should include
assessment of such aspects as teaching experience, professional development
efforts, and contributions to the College and surrounding community during the
academic year. Thdepartment chair will meet with each faculty member to
review selfassessment and course evaluations. Based on these documents the
faculty member in conjunction with theeplartmentchair will develop a plan of
corrective action (if needed) and continsadf-improvement. A copy of the self
assessment and corrective action/self improvement plan will be a part of the
annual report of the department chairperson.

3. Depart ment Chai r-pAd fulb-tome fasulty By veell as alt athern
department fadty will be evaluated by the appropriate department chairpenson
designeannually.
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a. Ful-Ti me Facul ty: The evaluation wil/
how well the faculty member has performed the duties and fulfilled the
criteria describedabove. The evaluation written by the chairperson will
include at least one classroom observation of teaching. Department
chairpersons or designee will observe the teaching of first yeastinhall
faculty in both the fall and spring terms. In the casprobationary faculty,
the department chair, the division chair, and the vice president for academic
affairs will hold an annual conference to review the performance of the faculty
member.

b. Adjunct Faculty: The evaluation of adjunct faculty by the departme
chairperson or designee will include at least one classroom observation of
teaching.

Each department chairperson or designee shall share his/her written evaluation of
a given faculty member with that teacher. The chairperson will send a copy of the
evaluation to the vice president for academic affairs to be retained in the faculty
member ' s official personnel file.

4. Di vi si on Chai r p-eepsronent shairgevsank wilalie ievalnated
by the appropriate division chairperson annually. The etvalu will take the
form of a narrative and wil/| cover th
department chairperson in relation to the criteria aboveatulty evaluation.
The evaluation written by the chairperson will include at least one atamsr
observation of teaching.

Each division chairperson shall share his/her written evaluation of a given
department chairperson with that teacher; both parties shall sign and date that
evaluation before the chairperson sends it on to the vice presidestademic
affairs to be retained in the depart me

c. Failure of Performance

I f, in light of the evalwuation met hods
it is determined that a faculty member is not periog his/her duties adequately, it

will be the responsibility of the department chairperson to confer with the faculty
member to discuss the nature of the problem, the reasons for the problem and what
mi ght be done to i mprovecet he faculty mer

Every effort should be made to assist the faculty member in improving his/her
performance to an acceptable level.

The depart ment and di vision chairperso
performance closely by using all available evaluative todfsimprovement is not

noted in a reasonable period of time, termination may be recommended. Termination
for “cause” may i1 nvol ve, i n addition to
insubordination, moral turpitude, criminal acts and/or actioeempatible with the

ideals of the College, and/or failure to comply with a reasonable administrative
directive. Immediate suspension may result from conviction for serious crimes or
moral turpitude.
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d. Procedure for Evaluation of Department and Division Chairpersons

Since department and division chairpersons are also faculty menthey will also
comply with1) and 2) above, but since by virtue of their appointment as chairpersons
they are also administrators, the following are additionakstegvaluationthey will

be evaluated on the performance of their duties as department or division chairpersons.

1. Near the end of the academic year, each member of the department will submit

a narrative evaluation of the department chairperson to tigaivchair, who
will share the results of those evaluations with the associate vice president for
academic affairs and the vice president for academic affairs.

Near the end of the academic year, each member of the division will submit a

narrative evalua&n of the division chairperson to the associate vice president

for academic affairs, who will share the results of those evaluations with the
chairperson.

. The associate vice president for academic affairs will visit at least one class per

year taught by ach division chairperson. The associate vice president for
academic affairs will provide the division chairperson a written report of
his/her classroom visit.

Each year the associate vice president for academic affairs will also prepare an
evaluation ofthe division chairperson which he/she will submit to the vice
president for academic affairs and the presideith a copy to the chairperson.

e. Procedure for Faculty Salary Increases

The administration will make every effort to ensure that facultyarss are
competitive with those of similar institutions to enable Limestone College to recruit
and retain a welualified faculty. Funds available for faculty salary increases will be
allocated according to the following process:

1.

In consultation withhie department chairperson, the division chairperson and the
associate vice president for academic affairs, the vice president for academic
affairs will review course evaluations, department and division chairperson
evaluations, and se#fivaluations of allfaculty members. He/she may consult

with individual facuty members if additionahformation is needed.

After review of the above information, the vice president for academic affairs
recommends to the president salary increases for individual famdtgbers.
Other factors which may be considered include:

seniority,

rank,

academic degrees,

the marketplace demand in each academic discipline,
existing salary inequities.

PO T®
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3. After review of these recommendations, the final decision on salary increases is
made by the president. Faculty members will be notified of salary increases in a
timely manner.

8. Official Personnel File

One official personnel file for each faculty member containing official transcripts and
other documents used in credentialingufac is maintained by the vice president for
academic affairs. Copies of all evaluations and assessments are also maintained by the
vice president for academic affairs. Within the vicinity of the office of the vice president
for academic affairs, an inddual faculty member may examine his/her file and
photocopy anything it contains.

When necessary, either the vice president for academic affairs, the executive vice
president, or the faculty member may choose anything from this file for consideration by
the Faculty Development Committee or by an appropriate appeals committee.

9. Promotion and Tenure
a. Eligibility for Promotion

Promotions will be awarded by the Board of Trustees upon the recommendation of the
president with the advice of the executiviee president, the vice president for
academic affairs and the Faculty Development Committee.

The promotion guidelines given below are simple guides for education and years of
service that do not automatically prevent or guarantee appointments taia cank.
Promotion will be a matter of individual consideration on a 4Bsease basis.
Promotion will be based on classroom performance and experience, professional
growth, andservice to the College and therounding community.

Assistant Professor

A faculty member, hired at the instructor level, who completes the earned doctorate,
may be promoted to the rank of assistant professor. Otherwise, at least four (4) years
of full-time teaching experience in pestcondary education is required before
consideration for promotion to this rank.

Associate Professor

A faculty member hired at Limestone as an assistant professor or promoted from the
rank of instructor to assistant professor must serve five (5) years at Limestone College
at the rank of assmit professor before he/she will be eligible for promotion to the
rank of associate professor. Promotion to the rank of associate professor requires
holding the terminal degree.
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Professor

A faculty member hired at Limestone as an associate profesgpomoted from the

rank of assistant professor to associate professor must serve four (4) years at the
College at the rank of associate professor before he/she will be eligible for promotion
to the rank of professor. In addition, to be eligible for psbon to professor, the
faculty member must be tenured (except in exceptional cases such as a declared state
of financial exigency). For promotion to the rank of professor, the faculty member
should show high distinction in teaching and leadership. Awsodel for junior
colleagues, he/she should demonstrate outstanding commitment and responsibility to
the stated goals of the College and to the achievements which are the marks of
professional merit.

Additional Criteria

Teaching effectiveness will beonsidered a necessary condition for promotion, pay
raises, and tenure. Thus, no faculty member who is not strong in teaching, regardless
of how well he/she rates in other criteria, will be considered for promotion, pay raises,
or tenure.

In decisions inelving advancement to the upper ranks (associate professor and
professor), the evaluation will include in particular the following criteria, in addition to
teaching effectiveness:

1. outstanding service to the College (outside departmental duties) which
signficantly contributes to the general academic welfare or which reflects
prestige upon the College (special assignments, representation of the College,
initiative in special projects or events, grants, recruitment and retention of
students); and,

2. demonstreed record of publication; sustained research; professional recognition
or awards; holding of offices or committee assignments in professional
organizations are factors which may be considered. Consideration for promotion
and tenure will be given to teamheducation faculty and other appropriate faculty
providing inservice training and workshops for public school personnel and for
time spent in collaboration and consultation with public school teachers.

These criteria are to underline the professionsgrity of the faculty. Although
Limestone is a teaching institution, not a research institution, it is in the best interest of
the College to recognize for the advanced ranks only those who are in the fullest
possible way seeking professional growth &uifilling professional responsibilities.

. Eligibility for Tenure

At the beginning of the seventh year of ftithe, college teaching (uj three years
may be at othecolleges), full-time, tenuregrack members of the faculty must seek
tenure. (Teaching below the posecondary level or teaching as a graduate student
will not be considered applicable toward tenure.)

Tenure may be granted to a ftilhe, tenuretrack faculty member who has a terminal
degree in the assigned teaching area, whahasord of quality performance while at
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Limestone College, and who meets all other requirements. A professor who
demonstrates quality is one who, among other positive qualities, treats students with
dignity and respect and encourages students to deselbponfidence and personal
growth. Faculty seeking tenure must demonstrate respect for students with an
understanding of the uniqueness of each individual and an awareness of the growth
potential of all students.

If the faculty member fails to applyff tenure during this period or before (if allowed
years of service at another institution of higher education), the faculty member may
request to move to a process of annual appointment. Under such circumstances or
through the formal denial of tenure,etfCollege has the right either to deny the
issuance of further contracts or elect to issue annual contracts.

The granting of tenure is not automatic. Tenure is granted by the Board of Trustees
upon the recommendation from the department chair, the division chair, the
Committee on Faculty Development, the vice president for academic affairs, the
executive vice msident, and the president. The recipient will be notified of the
decision in writing with a detailed written explanation supporting the decision. Even
though College policy does not automatically grant tenure after a period of seven (7)
years, it resemes the right to award ongear contracts. If the College elects to award
annual contracts beyond the seventh (7th) year, the faculty member may apply for
tenure during these contract periods. Should tenure be granted, all rights and
privileges of tenura@pply.

Following the granting of tenure the faculty member is expected to maintain high
standards of professional conduct and to demonstrate exceptional proficiency in
teaching and in the performance of other faculty responsibilities.

. Guidelines for Promotion and Tenure Portfolios

The order and content of portfolios are standardized to allow complete evaluation of a
faculty member ' s application for tenur
information needed in a portfolio are listed below. Theiltgcmember applying for
promotion and/or tenure is responsible for insuring that the application and supporting
materials address the below mentioned documents. Faculty portfolios must be
complete in order for a faculty member to be considered for promand/or tenure.

The faculty member’
1. letter of application for promotion and/or tenure,

2."statement of releasgeg” for personnel
3. currentvita,

4. student evaluation summaries for the last three years,

5

6

7

s portfolio must incl

. appropriate letter of recommendations,

. self-evaluations for the last three years.

. the promotion and tenure portfolio should contain three years of supervisory
evaluations of the candidate.
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The Faculty Development Committee will consider the following items in its
assessent. Provide documentation, if appropriate.

Teaching
1. Recommendation of department and/or division chair (must include appraisal
of the applicant’s teaching).
2. Supporting recommendations:
faculty selfevaluations (last three years).
other facultyrecommendations (which may include appraisal of teaching).
Student evaluation summaries (last three years).
Courses, teaching methods, new programs.
Academic advising.
Independent and directed studies.
Supervision of student teachers, practica studemdsingerns.
Teaching awards.

©NOoOAW

Professional Activity

Publications, exhibits, performances.

Grant proposals.

Presentations and/or attendance at conferences/meetings.
Activities and offices held in professional organizations
Activities associated with professional publications.
Community workshops/seminars.

Service to public schoolgollaboration,and consultation with public school
teachers and providing-service workshops.

Additional education.

Other

Nook~rwhE

© o

Service
1. College
a. Committee assignments (include leadership roles).
b. Participation in College activities and events.
c. Recruitment.
d. Other.

2. Community
a. Judging community competitions.
b. Of fices held in professi oiacllturad,oci e
educational, religious).
c. Volunteer work ou
d Presentations out
e. Other.

tside one i el d
si de el d.

d. Procedures for Promotion and Tenure

At the beginning of the fall semester, the chairperson of the Faculty Development
Committee will notify all faculty that the process for consideration of eligible faculty
members for promotion/tenure is commencing.he committee chairperson will
request hat faculty who wish to be considered for promotion and/or tenure submit
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supporting materials to their department chairperson who will forward the material to
the division chairperson with his/her recommendation.

Division chairpersons who wish to lensidered for promotion and/or tenure should
also submit recommendations from members of their division and from other division
chairpersons. Should the Faculty Development Committee require additional material
for their deliberation, the Committee Chmerson will request the needed material
from the appropriate individual.

Division chairpersons will forward all material expeditiously to the vice president for
academic affairs with a recommendation. The vice president for academic affairs will
give thda material to the chairperson of the Faculty Development Committee no later
than October 15. The committee chair will notify, in writing, the individual faculty of
receipt of that material.

During the course of its deliberations the committee may needgtoest access to
faculty personnel files in the office of the vice president for academic affairs. In light
of this possibility, the faculty memberustsubmit with his/her

supportingmaterials a written waiver in accordance with the Faculty Educétiona
Rights and Privacy Act.

1. The committee shall complete its deliberations prior to December 10.

2. The vice president for academic affairs, the associate vice president for
academic affairs or other n@mommittee members may be invited to present
informationdeemed pertinent to the committee but shall not be present while
the committee deliberates about any personnel decision.

3. A committee member may not participate in deliberation involving
himself/herself or a member of his/her immediate family or a member of
his/her department. In such cases, the alternate appointed to the faculty
Development Committee will serve. In such cases where the alternate may not
serve, the Coordinating Committee will select an alternate.

4. A concise but specific record shall be kegptthe proceedings, including all
pertinent circumstances and the tally of the votes (which will be by secret
ball ot) on each <candidat e, on file i
office.

5. The written decision(s) of the committee shall be trartedhito the vice
president for academic affairs within one working day. The written statement
must include a concise explanation as to why the Committee supported or did
not support the request. This statement, provided by the committee, will be
given tothe candidate by the vice president for academic affairs.

The vice president for academic affairs and the executive vice president will
independently submit his/her recommendation, either positive or negative, for
promotion and tenure to the presidenthagt copy of the recommendation from the
chairperson of the Faculty Development Committee.

The president will prepare a final recommendation for consideration by the Board of
Trustees’ Commi ttee on Instruction and
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recommendation to the full Board for action at its spring meeting. Promotions and
grants of tenure are effective at the beginning of the following academic year.

e. Appeals Process: Promotion and Tenure

When a Faculty member receives notification fraimotion or tenure was not awarded,
the member has the right to appeal. The following guidelines are established to ensure
that every member seeking an appeal shall receive a fair and thorough review.

Appeal Guidelines

1. Within 15 working days of beingatified of the negative decision, the member
entitled to an appeal may do so by giving the President a written notice to appeal.
The notice must detail the ground(s) for appeal with any appropriate

documentati on, stating tdieneomeadatheé s o
following:

a. failure to follow established College procedures

b. unlawful discrimination based on sex, race, age religion, natmngih,
disability sexual orientation, or other grounds protected by State or
Federal law

c. error in thereview of the portfolio resulting in a failure to identify
credentials, satisfying the requirements for promotion/tenure

2. In all appeals cases theepident will make the final decision accompanied by a
written explanation within 30 days of the appeal.

10. Termination
a. Full-Time Tenure Track Faculty (first three years of service)

Full-time faculty during the first three years of service at Limestone College may be
terminated without stated cause. Faculty terminated during the first three years are
eligible to appeal in writing the decision of the College to the president. Faculty
members who are terminated will be notified in writing by the vice president for
academic affairs. Written notice that appointment is not to be renewed will be given
to the faculty member in advance of the expiration of the appointment as follows:

Not later than April 1 of the first or second academic year of service or December 1 of
the third academic year of service, if the appointment expires at the end of that year;
or, if oneyear appointment terminates during an academic year, at least three (3)
months in advance of its termination.

b. Tenure Track Faculty (more than three years of service)

If the department chairperson, the division chairperson, and/oadkecite vice
president for academic affairs has found that there is sufficient reason for termination,
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he/she shall submit a written recommendation to the vice president for academic
affairs stating the faculty member should be terminated.

The executive vice psident and the vice president for academic affairs will forward
that recommendation, along with their own, to the president, who will make the final
decision. Written notice with stated reasons that the appointment is not to be renewed
will be given to he faculty member in advance of the expiration of the appointment as
follows:

At least twelve (12) months before the expiration of an appointment after three
or more years of service at Limestone College. Limestone College will
normally notify faculty members of the terms and conditions of their contract
renewals by April 1.

The full-time faculty member who has received notification of-nemewal of contract

has the right of appeal as specificall"
Procelures,” Section A, 11.
I n addition, facul ty may be terminat e

incompetence, general ineptitude, insubordination, moral turpitude, criragis)
and/or actions incompatible with the ideals of the college, and/ardaib comply

with a reasonable administrative directions. Immediate suspension may result from
conviction for serious crimes or moral turpitude.

. Non-tenure Track Faculty

Full-time, nontenure track faculty are employed on annual contracts and may be
terminated without stated cause at any time during their period of service to the
College. Faculty so terminated are eligible to appeal in writing the decision of the
College to the president. Faculty members who are terminated will be notified in
writing by the vice president for academic affairs.

. Tenured Faculty

For years there has been a tenure policy at Limestone. Tenure may be granted
judiciously by theBoard ofTrustees on the basis of its value to the College as well as
to the faculty. Thd3oard of Trustees determines the number of total tenured positions
to be offered.

After gaining the status of tenure, the faculty member will have permanent and/or
continuous empl oyment at the Coll ege.
addition to professional incompetence, general ineptitude, insubordination, moral
turpitude, criminalacts, and/or actions incompatible with the ideals of the college,
and/or failure to comply with a reasonable administrative directive. Immediate
suspension may result from conviction for serious crimes or moral turpitude.

Mat er i al substantiating the faculty meml
originate from a variety of sources, but will usually originate from the department
chairperson. Regardless of the origin of the source of the information, it must be give
to the vice president for academic affairs who in turn will forward the information to
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the Faculty Development Committee. The Committee will then make a
recommendation to the vice president for academic affairs, who will make a
recommendation to the mident. The president will make the final decision subject to
the approval of the Board of Trustee®\ tenured faculty member who has been
notified of nonrenewal of contract has the right of appeal according to the Due
Process and Appeals Procedure agg59.

The principle of tenure imposes reciprocal responsibility on the College and the
faculty member. The College has the responsibility of maintaining academic freedom
and therefore provides tenure in order that the faculty member may be secure to do
his/her scholarly work. Tenure means that an experienced faculty member may expect
to continue in his/her academic positior
hearing, following established due process. Faculty members have the responsibility
to remain current in their respective fields and to offer instruction of the highest
quality. Faculty members also have the responsibility to assist the College in all
recruiting activities insuring an adequate enrollment in their instructional area.

e. Addition or Elimination of a Faculty Position

A recommendation that a faculty position be added or eliminasgdaome from the
department, division, associate vice president for academic affairs, vice president for
academic affairs, executive vice presidemtpresident. Recommendations should be
sent to the vice president for academic affairs by the September 15 prior to the
academic year the addition or elimination of the faculty posiséonm occur.

The executive vice president, the vice presidenadademic affairs, the associate vice
president for academic affairs, the department chairpersons, and the division
chairpersons will review the recommendation, taking into consideration its impact on
the mission of the College, the academic program, éiearand budget, and student
enrollment. In so doing, all relevant information from the division (faculty and
students) and other sources deemed important should be reviewed.

A decision by the executive vice president, the vice president for acadennis, afffa
department chairpersons, and the division chairpersons should be forwarded to the
president, the department and division by October 1. Any faculty member or division
affected by the elimination of a faculty position may appeal the decision to the
president by October 15.

The president should notify the executive vice president and the vice president for
academic affairs who will inform the department and division chairpersons and the
division faculty of the president’s deci
November 1.

In keeping with the AAUP guidelines, [

eliminated, it may not be refilled within a three (3) year period without giving first
priority to that faculty member.
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f. Financial Exigency

“ Fi naenxcii gad ndceyf”i niesd i n the “Recommended |
the American Association of University I
crisis which threatens the survival of the institution as a whole and which cannot be
alleviated by le s dr ast 19¢7, pageddn.s” The meaning of
standard is that, without removal of tenured faculty, the institution would have to close

its doors; further, it implies that the institution has first tried other remedial measures
beforeresorting to such drastic action; that a declaration of exigency is not being used
as a subterfuge for aftenure bias; and that terminations resulting from exigency are
applied evenly, using objective standards.

In the event that the Board of Trusteéd.imnestone College determines, and declares
publicly, that financial exigency exists, the executive vice president, the vice president
for academic affairs, and the division chairpersons will seek input from faculty and
will make a recommendation to theepident regarding reduction in force. The
president will, in turn make a final recommendation to the Committee on Instruction
and Academic Policies of the Board of Trustees.

11. Due Process and Appeals Procedures

Each faculty member who is past thebationary period is entitled to due process and
must be advised that he/she has the following rights:

he/she must be advised of the charges against him/her,

he/she has the right to have a witness present,

he/she has the right to have a prompt hearing,

he/she has the right to face his/her accusers and to question them,
he/she has the right to produce witnesses for himself/herself,
he/she must be advised of the appeals process.

~ooo0op

The initial route of appeal is through the department chairperson, theodalisi
chairperson, the vice president for academic affairs, the executive vice president, and the
president. If agreement is not reached, a written appeal must be submitted to the
Coordinating Committee within six of6) W
notification of termination. Upon receipt of a written request to the Coordinating
Committee, said committee shall appoint an appeals committee of fotimfelfaculty
members (exclusive of anyone involved in the initial decision). The appelldselett

one additional faculty member to represent him/her on the committee with one vote.
The appellant and the administration will each have the right to challenge and remove
one member of the Appeals Committee. Vacancies resulting from such chahgtige

be filled by the procedures stated above. The final recommendation will be made by
simple majority.

Procedure: The appointed committee shall review all materials pertinent to the appeal.

This committee may call any persons they see fit, includihg appellant
himself/herself.
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12.

13.

14.

a. A simple majority vote may terminate the review.

b. Upon completion of the deliberations the chair of the Coordinating
Committee shall be notified, in writing, of the results and reasons therefore,

c. The same report shall belidered to the vice president for academic affairs,
the executive vice president, the president, and the appellant.

d. A precise and specific record of the review shall be kept and placed in the
file of the Faculty Development Committee.

e. This process shall bmompleted within ten (10) working days from the time
of receipts of the request for review.

f. The decision of the Appeals Committee, with its justification, is made to the
vice president for academic affairs, who in turn provides the president with a
statenent of his/her support or nenup por t of t he Commi
with justification(s).

g. The president of the College will make the final administrative decision.
h. The aggrieved individual has the ri
the Personnel @nmittee of the Board of Trustees.

Faculty/Staff Grievance Process

If a faculty or staff member has a problem or grievance, he or she should review the
problem with the Department Chair or Supervisor

If the grievance concerns the immediate superyie faculty or staff member should
review the grievance with the appropriate Division Chair, Director, or Vice President.

Resignation of Faculty

Resignation should be in writingnd transmitted to the presidemith a copy to the vice
president for academic affairs. It is expected that faculty resignations will not be
submitted after May 31.

Teaching Load and Equivalencies

The standard teaching load per semester-is5l&edit hours or its equivalefdr
undergraduate faculty-92 hours or its equivalent for graduate faculty.

Fulltime undergraduate faculty may teach no more than 44 credit hours per calendar year,
fulltime graduatdaculty may teach no more than 8@edit hourgper calendar year.

The fdlowing equivalencies are used in calculating factéigching loadsGraduate
course load: 3 hour graduate course: 4.5 load credit hours; 1 hour graduate course: 1.5
load credit hours.

Supervising student teachers and Social Work field placement 420al bombined: .75
load credit per student.
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Supervising student internships:
Equals .05580ad credit per student per credit hour earned
This equals .1674 load credits for each student htedit course.
This equals .3348 load credits for eathdent in a €redit course.
This equals .5022 load credits for each student wtigedit course.
This equals .6700 credits for each student in-arédit course.

Education 300, 301, 302 practica courses (all disciplines): .25 load credit per.student
Psychology practicum courses: 1 load credit per course.

Physical Education and Athletic Practicum courses: .25 load credit per student.
Physical Education activity courses: 1 load credit for 2 contact hours.

Music lessons (private, 100 leveB:loadcredit per student.

Music lessons (privat€00,300 and senior recital):!dad credit per student.
Coached ensembles and piano classes: .67 load credit per contact hour.
Major ensembles: 1 load credit per contact hour.

Music education techniques classk$oad credit per contact hour.

Studio art classes: .67 load credit per contact hour.
Art (senior art exhibit): .67 load credit per student.
Theatre 480 (student production lab): .67 load credit per student.

Science laboratories: 1 load credit per 3 dwour laboratory.

Equivalencies also may be granted by the vice president for academic affairs to faculty
for performing administrative or other e
be given if a faculty member does not meet his/her conabictad.

15. Other Faculty Employment

All full -time faculty nust obtain permission from the vice president for acadeffaosa
before engaging in other employment. This employment must not interfere with the
faculty member adequately performing his/benestone College duties.

No member of the faculty will receive compensation for tutoring students in any course
for which he/she is empowered to grant credit or over which he/she has any authority.

The fulktime teaching faculty of Limestone College Iwilsually be given first
consideration in filling positions for classes taught in the Extended Casupuser
terms.

B. Staff Employment Policies

1. General

The College prepares an annual human resources staffing plan to meet the needs of the
College aspart of the overall operating buelgplanning and revision process. The
College is firmly committed to selecting and employing the best and most qualified
persons for available positions without discrimination of any kind. Toward this end,
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employment opprtunity notices are published within the college community and
classified advertisements are placed in surrounding newspapers.

The College is dedicated to equal opportunity through affirmative action within the
coll ege community. Adtion/Bgual Emptogmest Oppdrtunity ma t
Policy is designed to provide equal consideration of all applicants for faculty and staff
positions, for all faculty members in the tenure and promotion process, for administrators
and staff seeking promotions and adw@ment, as well as for students seeking admission,
financial aid, and equality in academic and athletic programs. A copy of Limestone
Coll ege’s Affirmative Action/ Equal Empl o
departments and offices, as well@s reserve in the Eastwood Library. Section IX of

this handbook contains the complete Affirmative Action/Equal Opportunity Policy
statement.

Empl oyees are <classified as “salaried
salary and wage administratipnrposes.

If applicable, all staff employees receive a salary increase letter from the president
annually, stating the current salary or hourly pay rate and the new salary or hourly
pay rate. Upon hire, all staff employees receive an offer letter stahgngpsition,
salary or hourly rate, and position description.

. Hours of Work

The College’s nor mal working hours are f
Friday with an hour off for lunch and two fifteen minute break periods during the day.
However, department heads are authorized to alter work hours with the approval of the
appropriate vice president to meet circumstances associated with mission
accomplishment.

Hourly employees record their daily attendance by using hand scanners. Salaried
employees are not required to record daily attendance. However, salaried employees are
required to use the dime payroll system to submit vacation and sick time requests to
their administrators for approval and tracking purposes.

. Absenteeism and Tardiness

Each employee has an important job to perform. Employee presence is essential to the
overall functioning of the College’ s edu
have a uniform attendance and tardiness policy:

a. All employees are expeado work normally scheduled hours appropriate to the
department to which assigned.

b. An absence is a failure of an employee to report to work during normally
scheduled working hours.

c. An excused absence occurs when an employee notifies the supervisornoeadva
and obtains permission to be absent. An unexcused absence occurs when an
employee fails to notify the supervisor prior to the beginning of working hours
and fails to be present for work as scheduled.
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d. In the case of unexcused absences, supervisorgeautisel the employee about
the necessity of being present for work upon each occurrence; four unexcused
absences within a twelve (12) month period will be cause of termination of
employment.

e. Tardiness is defined as being late for the scheduled work witacceptable
reason. Chronic and repeated tardiness without acceptable reasons will be subject
to written reprimand and possible termination of employment.

f. Eachadministratomwill maintain attendance records on employbgsapproving
or denying time dfrequests using the dime payroll system.

4. Holidays

The College publishes a holiday schedule each May for the coming fiscal year (July

June) to assist employees in planning their vacations and time off. The College observes
|l ndependence Day, Labor Day, Thanksgiving
GoodFriday, Easter Monday, and Memorial Day as holidays. The Thanksgiving holiday
includes the Friday after Thanksgiving. The Christmas/Mesva bréak is

approximately a tweweek period. The College is also in the practice of granting the

Fridays of Falland Spring breaks as holidays to all employees. The actual dates for
observing national holidays and other time off when classes are not in session are
contained in the annual holiday schedule as well as in memorandums which are

distributed prior to eacholiday period.

Holiday pay for permanemarttime employees (between 20 and I&8r per weel is
calculated at four hours per day.

5. Vacation Policy
a. General
The vacation year begins on the date of employment and benefits accrue from that
date. \Acation time may not be accrued beyond one year. Employees have up to six
months to use vacation time accrued during the preceding anniversary year.
There are times during the school year, such as the beginning and end of each
senester, commencement egies,and homecoming, when department heads are

authorized to restrict times when vacations may be taken in order to perform vital
college functions.
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b. Vacation Eligibility Criteria

Monthly Vacation Accrual Schedule
All information belowis shown in hours and is based on years of service. Full time
employees will still accrue 10, 15, or 20 days per year based on years of.sBanc@nent gt
time 2029 hoursper week employees will still accrue 5, 7.5, or 10 days per year basedrsn yea
of service.

Months of
Employment 1-10 Years 11-15Years 16+ Years
1 6.67 10 13.33
2 13.34 20 26.66
3 20.01 30 39.99
4 26.68 40 53.32
5 33.35 50 66.65
6 40.02 60 79.98
7 46.69 70 93.31
8 53.36 80 106.64
9 60.03 90 119.97
10 66.7 100 133.3
11 73.37 110 146.63
12 80.00 120 160.00
Note:

.83 days x 8 hrs = 6.67 hrs
1.25 days X 8hrs = 10 hrs
1.67 days X 8 hrs = 13.33 hrs
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Bi-Weekly Vacation Accrual Schedule
All information below is shown in hours per pay period and is based on years of service. Full
time employees will still accrue 10, 15, or 20 days per year basegkans of service.
Permanenpart time 2029 hoursper week employees will still accrue
5,7.5, or 10 days per year based on years of service

Pay Periods of
Employment 1-10 Years 11-15 Years 16+ Years
1 3.08 4.62 6.15
2 6.16 9.24 12.3
3 9.24 13.86 18.45
4 12.32 18.48 24.6
5 15.4 23.1 30.75
6 18.48 27.72 36.9
7 21.56 32.34 43.05
8 24.64 36.96 49.2
9 27.72 41.58 55.35
10 30.8 46.2 61.5
11 33.88 50.82 67.65
12 36.96 55.44 73.8
13 40.04 60.06 79.95
14 43.12 64.68 86.1
15 46.2 69.3 92.25
16 49.28 73.92 98.4
17 52.36 78.54 104.55
18 55.44 83.16 110.7
19 58.52 87.78 116.85
20 61.6 92.4 123
21 64.68 97.02 129.15
22 67.76 101.64 135.3
23 70.84 106.24 141.45
24 73.92 110.88 147.6
25 77 115.5 153.75
26 80 120 160
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6 .

Wor kersdé6 Compensati on

Faculty, admistrative officers, administrative staff, and support sta#finsured against
damage to their person in accordance with
of South Carolina.

As with full-time employees, permanent-BOurperweek employeesNor ker ' s
Compensation is based on annual salary, policy stippul, and federal and state
mandated guidelines.

. Work Related Personal Injuries

All personal injuries sustained by faculty or staff employees during normal working
hours are to be reported immediately upon occurrence to the appropriate department
heal, supervisor, or the designated person responsible for supervision of the activity and
to the vice presidd for financial affairs. Theige president for financial affairs will then
ensure that appropriate injury reports are completed and folfpwactons initiated to
comply with current laws pertaining to work related injuries.

. Leave of Absence

a. General

The Collegewill abide by applicable federal and state regulations with regard to the
granting of family, medical, military, jury or witnesstgtdeave. The College will also
provide reasonable accommodation in accordance with the Americans with
Disabilities Act (ADA). Requests for reasonable accommodations should be sent to
the director of human resources.

b. Family and Medical Leave Act (FMLA)

Limestone College offers certain leaves of absence to eligible employees. Eligible
employees may take a maximum of 84 calendar days (60 workdays) including but not
limited to Family and Medical Leave Act (FMLA) leave and +#feMLA medical

leave, pecalendar year, as measured from January 2 through December 31.

The Family and Medical Leave for all employees, including permanehb@éper
week employees, is based upon federal guidelines.

FAMILY AND MEDICAL LEAVE ACT :

On occasion an employee magdiit necessary to be away from work while they are
ill or caring for a family member. The Family and Medical Leave Act of 1993
(FMLA) permits employees nationwide to be with family members in their time of
need. Under the FMLA, eligible employees mageiee up to 12 weeks of leave
during a 12month period for certain family and medical reasons. Employees are
eligible if they have worked for the College for at lEB2 months and for at least

68



1,250 hours during the previous 12 months, and if thereatiteast 50 employees
empl oyed by the “company” within 75 mil e

Reasons for taking leave:The FMLA entitles eligible employees of covered
employers to take unpaid, jgivotected leave for specified family and medical reasons
with continuation of group health insurance coverage under the same terms and
conditions as if the employee had not taken leave. Eligible employees are entitled to
the 12 weeks of leave for the following reasons:

the birth of a child and to care for the newbaohild within one year of birth;

the placement with the employee of a child for adoption or foster care and to

care for the newly placed child within one year of placement;

T to care for the employee’s spouse, C
condtion;

1 a serious health condition that makes the employee unable to perform the
essential functions of his or her job;

T any qualifying exigency arising out ¢

daughter, or parent i s edvacedoomi Hut g

T
T

Twenty-six workweeks of leave during a single-d@nth period to care for a covered
service member with a serious injury or illness who is the spouse, son, daughter,
parent, or next of kin to the employee (military caregiver leave).

Advance notice and medical certification:Should employeesake timeoff from

work for one of the above reasons, the leave time may be paid or unpaid depending
upon the available sick or vacation time accrued by the employee at the time the leave
begins. Al FMLA guidelines will be followed in this process.

The employee must provide 30 days’ adva
“f or e s-efermstdnae,”if the medical treatments are planned in advance. If the
leave is not foreseeable, tleenployee must provide advance notice as soon as is
practicable.

The employee must have a medical certification form completed by the attending
health care provider to support a request for leave if the leave is to care for oneself or
family members as died above. A recertification during the leave may also be
required. If the employee is on FMLA leave because a serious health condition
renders the employee unable to perform the functions of his/her job, a fithess for duty
report must be completed byettattending health care provider prior to returning to
work.

The employee will be expected to adhere to other notice requirements should he/she
take FMLA leave. Thalirector of human resourcesill explain these additional
requirements to the employee.

Failure to return to work upon the expiration of FMLA leave may result in
termination.
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Job Benefits and Protection:Dur i ng FMLA | eave, empl oye
group health plan will continue. However, the employee must continue toigihgr
premums under the group health plan anddhector of human resourcesll explain

the deadlines. Failure to make timely
coverage to lapse. In addition, should the College make any premium payments on the
e mp | & pehafthe employee is required to reimburse the College for the entire
amount.

Upon return from FMLA leave, most employees will be restored to their same or
equivalent position with equivalent pay, benefits, and other employment terms.

Questions andforms: Should an employee have any questions about FMLA, please
see thedirector of human resourcesThe employee may be required to complete
forms other than those described above to be eligible to take FMLA leave; therefore,
employees Isould go to thedirector of human resourcess soon as they are aware
FMLA leave will be needed.

. Faculty Extended Medical Leave Policy

Extended medical leave for faculty is available when the faculty member expects to be
absent for an extended period of time for maldieasons.

Application for extended medical leave should be made to the Divisiom &fthmust
be approved by the vice president for acaderhi¢ aa i r s . A physicia
be required.

A full-time faculty member will accrue 5 days per semdstea maximum of 10 days
annually with accrual to a maximum of 60 days. A faculty member employed for 6 or
more years will be eligible for up to 60 days paid extended medical leave. For a
faculty member employed less than 6 years, paid leave will batpdoaccordingly.
Benefit plan coverage will continue during the paid leave of absence.

. Paid Sick and Bereavement Leave

All full -time employees accrue one (1) day sick/bereavement leave with pay per
month, cumulative up to sixty (60) days. Sick dreteavement leave is a benefit
provided for personal illness and for deaths in the immediate family. Employees are
required to notify their immediate supervisor of the nature of the illness or death of
family members and estimate the length of absennecomnection with this policy,

the college reserves the right to verify illnesses by requiring the employee to furnish a
statement from the attending physician. The College also reserves the right to deny
pay for injury or illness when such illness oruny is the result of the employseown
misconduct or when an injury is sustained while the employee is engaged in work for
another employer or while gainfully sedfnployed.

Of the twelve (12) days per year that are classified as sick/bereavement leave days, a

maximum of three (3) days may be used as personal leave days per year. Personal
days will be deductetomt he empl oyee’ s sick/ bereaven
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leave days are intended to allow employees to attend to personal business matters
which may arise from time to time.

Sick/bereavement leave for permanpatttime employees (between-2® hours per
week) is calculated at four hours per month, cumulative tiprty (30) days.

C. Faculty/Staff Benefits
1. General

All employee benefits, other than those required by law, are discretionary in nature.
The College may add to, delete from, modify, or eliminate these benefits in its
discretion. The terms of theapplicable benefit planstake precedenceover any
language contained in this handbook or any other summary.

Full-time employees who may work less than 20 hours per week on a permanent basis are
not eligible to participate in employee benefit programsrt-ttae employees are not
eligible to participate in employee benefit programs regardless o ivauked per week

on a periodic basis.

The College offers employee benefits by participating in a Section 125 Plan to fund such
benefits as group health anéntal insurance, and life insurance on a pretax, salary
reduction basis. The College alsffersa retirement program by participating in a wide
variety of programs offered by the Teachers Insurance and Annuity Association/College
Retirement Equities FUNdTIAA) on a pretax, salary reduction basis. Other benefits are
offered on an after tax or tuition discount basis. The College abides by applicable federal
and state regulations in administering the benefits progremasldition, employees are
eligible to receive services from the College Health Ceritbg Sib Collins Counseling
Center, and Career Services.

2. Retirement Program (Pension Plan)

The primary retirement program is implemented by participation in the TIAA program.
Employees becomeligible to participate in TIAAon the first day of their employment.
Participation in the program is voluntary. Participants contribute a minimamedd

four percent {-4%) of their pretax salary to the plan each moyaind the College

matches that amou(it-4%) each month. During a sabbatical leave, the College will
continue its normal contributions to a pa
participant’s | ast salary provided that t
contributions. Durin@ leave of absence, the participant may continue to make
contributions, but the College will not match those contributions. Details of all
participating plans may be obtained by co
representative. Employees a&mcouraged toead materials sent out by TIA&ith their

guarterly statements of account.

Permanent 20iour-perweek employees may participate at the same rate of contributions
as is applicable to 30 or 40 hour per week employees.
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3. Salaries, Wages, and Withholding

Paychecks are direct deposited on designated paydays. Employees who are not on the
direct deposit system should pick up their paychecks in the Business Office. Paychecks
which are not picked up within three days will be placed inctbieege post office for
pick up there or for mailing to the emplo

All Limestone College employees are subject to federal and state income tax payroll
deduction and are required to complete the necessary forms Huthan Resource
Office before receiving their first paycheck. All College employees must also pay
F.I.C.A. tax (Social Security), which is deducted from each paycheck according to the
rate for the calendar year, not the school year.

4. Group Life Insurance

Limestone Collegeprovides, without cost to the employee, a $25,000 Term Life
Insurance Policy and a $25,000 Accidental Death and Dismemberment Benefit. Eligible
employees are able to complete the required paperwork upon hire in the Human Resource
office.

Permanent 2Biour-per week employees are not eligible for this program.

5. Performance Appraisal (Administrative Officers/Administrative
Staff/Support Staff)

a. Objectives

The overall objectives of the Limestone staff employee performance appraisal
evaluation progmna are to measure, maintain, and improve job performance. The
program attempts to:

Provide a framework of goals and standards from which to measure performance.

Serve as a tool t o deter mi ne sal ary

contribution to the Cddge.

1 Develop action and training plans to correct performance problems and establish
goals for the next time period.

1 Identify employees who should be promoted and given greater responsibility.

1 Act as a forum for individual career development issues.

1 Assure a formal time and place for all of these events to occur.

T
T

b. Annual Performance Appraisal Policy

Administrative department heads have primary responsibility for evaluating overall
employee performance on an annual basis for those staff employees who are assigned
to their department. Annual performance appraisals shall be conducted and submitted
to the appropriate vice president no later than March 15 each year. The period of the
appraisal shall be for the preceding twelve months or any portion thereof on the case
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of employees who have not been employed for the entire period. Vice presidents of
theCol | ege wi | | revi ew dcampaubminadiketapptaisabod s °
t hose depart ment heads wh o report t o
Organizational Chart.The pesident will evaluate eachf the vice presidents a

similar fashion. Annual performance appraisal evaluation shall be made a permanent
part of each employee’s personnel recor

The annual appraisal shall consist of a written evaluation and a personal discussion
with the employee. The department head must carefully consiaieements on the
written evaluation and prepare thoroughly for the personal discussion. Each employee
shall have the right to examine the written documents and has the prerogative to
challenge what are considered to be inaccurate statements. Eadyemghall be
advised well in advance of an appointment for the appraisal in order to prepare for the
meeting.

Department heads have the prerogative of submitting special performance evaluation
reports in the case of outstanding or unsatisfactory emplogdermance at any time
during the time between scheduled annual reviews.

Performance appraisal forms may be obtained from the personnel records clerk in the
business office.

. Employee Tuition Assistance Programs
a. Undergraduate Tuition Remission for College Employees

Limestone College will provide the difference between tuition charges and state and
federal financial aid grants for fufime faculty and staff employees, their spouses,

and dependent children auditing or enrolling in Limestone Cellsmurses. The
student is responsible for all other fees and charges for room and board, laboratory
fees, private lessons, etc., as well as a $25 semester processing fee. Children who
marry will no longer be considered to be dependents, no matter whrahtiwene

tax status. A dependent child who marr
remission program will be allowed to complete the current semester as an employee
dependent.

Permanent 20iourper week employees are eligible to take 15 credir$ per
calendar year at Limestone College with the normal processing fee and no tuition
charges.

Before tuition remission is granted, the student must apply for federal and state
financial aid recommended by the Financial Aid Office. Tuition remission will not

be granted for costs which could have been funded bycolbege sources had the
studentappi ed for t hem. I f an empl oyee or
Financial Aid in a timely and correct fashion, but is denied aid because of income,
failure to be a fultime student, etc., he/she is still eligible for the Limestone
College tuition renission program.Students are exptd to complete the FAFSA

by June 30 for the upcoming academic year so that they may be considered for all
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applicable federal and state aid. Students ddnaot complete the FAFSA une
30 will not be eligible for tuion remission for that academic year.

The tuition remission benefit ceases when an employee is no longer working at
Limestone College (except through retirement or death). In such circumstances, the
student receiving the tuition remission benefit il allowed to complete the
current semester.

Employees are expected to take classes in the Extended Campus. If special
circumstances make Day classes necessary, an empi@aye¢ake no more than

one day class each semester. Written permission to @kelBsses must be given

by the appropriate vice president and the president.

The College provides tuition benefits for adjunct faculty according to the following
guidelines:

if teaching 3 credit hours per semestét Extended Campus Program tuitionuetibn

if teaching 6 credit hours per semestel/2 Extended Campus Program tuition reduction

if teaching 9 credit hours per semest8f4 Extended Campus Program tuition reduction

if teaching 12 or more credit hours per semesfeull Extended Campugrogram tuition reduction

Benefits do not extend to fees, private lessons, or books and supplies. Also,
benefits are not extended to family members of adjunct faculty.

Tuition remission is not automatic. Students must complete the Tuition Remission
Fom at least two weeks prior the beginning of each semestgsu may access

the linkfrom the employee talocatedon the LC Portal.Students in the Day

Program must submit the form by August 1 for fall semester and by December 15
for spring semester. xEended Campus students must submit the form by June 15

for fall semester and by December 15 for spring semester.

To continue tuition remission support after the first semester, a student must
maintain a 2.0 cumulative GPA. When the student appliethéosecond semester

of Tuition Remission, he/she will need to submit an unofficial transcript with the
Tuition Remission Form. The records of students who have earned one or more
WP, WF, or F grades will be subject to further review to determine whigiitien
remission may be continued. When a student has missed a semester of tuition
remission because of GPA, he /she may reapply for tuition remission for the
semester immediately after regaining the cumulative 2.0 GPA.

After an employee or dependersts ear ned the initial bac
support through tuition remission will be extended only as approved by the
Executive Vice President and the President.

b. MBA Tuition Remission for College Employees

Full-t i me faculty or staff who are acceptec
to seek Tuition Remission may apply, explaining their desire for the degree and the
potential relevance of the degree to their current position (or how their holding the
degee would benefit Limestone College). The application, which may be in the form

of a letter or memo, should be directed to the Executive Vice President. A review
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committee (composed of th&xecutive VicePresidentthe Presidenaind the Vice
President fo Financial Affairs) will determine whether the employee may be granted
tuition remission forthe MBA Program. The approved employees will be on

“ St andb yahd assigreed to sone of the MBA cohorts sgmce allows. The
employeewill be responsible for dwoks and all feeassociated with the program (such

as the weekend seminar fee), and for the $25.00 tuition remission processing fee each
semester. In addition, if a Limestone employee is required to complete BA-500
Foundations in Business Prerequisiteurse, the employee will have to pay the cost of

the modules, up to a maximum of $ 350.

c. Tuition Exchange Program

Limestone College is also a member of The Tuition Exchange, Inc. and the Tuition
Exchange Program of the Council of Independent CollegEsese programs allow
spouses and children of filme Limestone College employees to receive full tuition

at more than 200 colleges and universities. Program materials and application forms
may be obtained from the office of the executive vice presitarticipants must pay

a $25.00 processing fee each semester.

Permanent 2Gourperweek employees are not eligible to participate in the Tuition
Exchange Program.

d. Graduate School Reimbursement Benefits
General concepts:

Limestone College strivet® have the most highly educated and skilled faculty and
staff possible. To this end, the College may support its faculty and staff in their formal
education endeavors provided there is a benefit to the College@ndgul resources

are available

The llege recognizes that its ability to assist faculty and staff is limited to the
availability of resources. 't is wunl ik
tot al support of an employee’s edwrytoati or
establish limits on the amount and duration of support.

Premises of support:

1 An individual must have been employed ftithe at the College for a
minimum of one (1) full calendar year to become eligible to receive Graduate
School Tuition Benefits. Permanent 2Biourper week employees are not
eligible to participate in this program.

1 Subject to approval and the availability of resources, the College may provide
tuition support up to $6,000 in any fiscal year. The following criteria are
factors infliencing the awarding of benefits:

The amount of the College support will depend on the benefit of the
program to Limestone College and the availability of resources.
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If the employee is enrolled in what is considered atfole program, the
College may povide support up to $6,0Qer fiscal year This support

will be provided one semester at a time and is dependent on the benefit of
the program to Limestone College and the availabilityesources.

1 To be eligible for the Graduate School Taoiti Benefit program, employees
must submit a plan that outlines:
- the total degree plan,
- the plan by each quarter, semester, or unit,
- the cost by each quarter, semester, or unit,
- the benefit to Limestone College,
- all time-management problems which might arifom being a
student and at the same time an employee of Limestone College.

1 Schedule of administrative review and decision

- (spring term) to receive funding for spring term, the plan as
outlined above must be submitted to the appropriate vice president
by November 15. The administrative decision will be forthcoming
within twenty (20) days.

- (summer term) to receive funding for summer terrthe plan as
outlined above must be submitted to the appropriate vice president
by April 15. The administrative decision will be forthcoming
within twenty (20) days.

- (fall term) to receive funding for the fall term, the plan as outlined
above must be subtted to the appropriate vice president by July
15. The administrative decision will be forthcoming with twenty
(20) days.

1 Evidence of satisfactory performance

To receive continued support for each additional year of Graduate School
Tuition ReimbursemerBenefits, the employee must submit a copy of his/her
transcript to the vice president for academic affairs.

1 Length of approval

Approval is only granted for the duration of a quarter, semester, or unit. To
receive funding for each additional, quarteemester, or unit, the employee
must resubmit a plan as outlined above.

i Authorization

Within any given fiscal year, the administration is not authorized to grant a
total dollar amount that exceeds the line item in the Board of Trustees
approved budget. herefore, it is highly unlikely that all requests will be
approved or is it likely that any request will be approved for the full amount.
Decisions will be based on the overall benefit to Limestone College.
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1 Approval

All plans will be considered at aeeting of the president and the vice
presidents. The notification of the administrative decision will be processed by
the president’s office. Notificatio
(20) day time frame as stated above.

1 Agreement of contiued service

If the total tuition paid by the College is between $1,000 and $3,500,
employees receiving this support must sign a statement in which they agree to
continue as employees of Limestone College for a minimum of one (1) year or
repay thebenefits they received.

1 If the total tuition paid by the College is between $3,501 and $7,000,
employees receiving this support must sign a statement in which they agree to
continue as employees of Limestone College for a minimum of two (2) years
or repaythe benefits they received.

1 If the tuition paid by the College is over $7,000, employees receiving this
support must sign a statement in which they agree to continue as employees of
Limestone College for a minimum of three years or repay the benefits the
received.

Continuous service excludes approved leaves of absence and sabbatical leaves.

NOTE: The Tuition Payment Agreement Form may be obtained from the office of the
executive vice president.

VIl. COLLEGE REGULATIONS AND POLICIES
A. Academic Regulations and Policies

1. Academic Regalia
All faculty members and administrative officers are expected to participate
and wear appropriate regalia in the pres
commencement programs. Regalia may be purchased or rented ttiv@ugh
College Campus Store

2. Campus Store
The College Campus Store provides textbooks, office supplies, and limited
specialty items for college studenfsculty, and staff. The College Campus Store
exists to supply items which are used in the education process and are unique to
Limestone College constituents.
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3. Classroom Management

Each faculty member is responsible for leaving his/her classroom in propefarde
any subsequent class meeting théBeards should be erased after each class. If
chairs have been rearranged for special purpose, they should be returned to their
regular position. All lights should be turned off and windows closed. No changes in
classroom assignments should imade withouthe approval of the registrar.

4. Class Schedules and Procedures
a. Class Schedules

Class schedules are prepared on ayear rotation. Course offerings for each
semester are presented to the regisimaugh respective divisiothairpersons and
the director 6the Extended Campus Progra8thedules are due as announced by
the vice president for academic affairs. The registrar will then submit all offerings
to the vice president for academic affairgte College who will confer with the
chairpersons before rendering final approval.

b. Class Attendance

All students are expected to attend all classes for which they are regisaakdto
be on time for each meeting.

The instructor is responsibleorf checking attendance at each class meeting
beginning with the first day of <cl asse
Instructors will explain attendance regulations at the first meeting of each class and
will include them in their written syllaus.

The student is responsible for knowing his/her attendance record in e&isytodr
classes.

When a student’s absences exmumbeEdf t went )
scheduled class periods in the semester or session, the student may led assign
grade of F at the end of the class.

Faculty will report excessive absences to the vice president for academic affairs and
to the student as soon as possible. Only the vice president for academic affairs will
have the power to make exceptions toskatsendance regulations.

c. Class Periods
The vice president for academic affairs must approve any changes in class meeting

times. If the faculty member has not arrived within fifteen (15) minutes of the
specified starting time, the class will be calesed canceled.
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5. Faculty Advising

In light of the need for extensive individual assistance, the College assigns

an advisor to each student.

6. Faculty Offices and Hours

The executive vice president assigonffices to faculty members. All faculty
members teaching fade-face classes will post and observe a minimamtwo

office hours per week per-8 hour courseup to eight hoursThese office hours
shouldbe distributed throughout the week. Copies of these difices shouldbe

given to the department and division chairpersons as well as to the associate vice
president for academic affairs.

Faculty teaching on the internet maintain contact with students through the various
means provided by College coursetamire. In addition, faculty teaching internet
courses will typically respond to student requests within 24 hours. Under no
circumstances should response time exceed 48 hours.

. Absence of Faculty Members

Faculty members are expected to attend allthadir scheduled classes, faculty
meetings, orientations, formal convocations, and commencement exercises.

Whenever a faculty member finds it necessary to be absent from any of these activities
he/she must request permission from the department chairpetts®ndivision
chairperson, and the vice president for academic affairs of the College. The faculty
member is responsible for making provisions for any work missed because of his/her
absence.

. Grades, Examinations, and Grade Reports
Limestone coursegre graded on a foymoint scale given below.

Undergraduat&rading System

A (4 grade points)
B (3 grade points)
C (2 grade points)
D (1 grade point)
S (No grade points)
P (No grade points)
F

WP

WF

U

|

IP
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excellent achievement
high achievement
moderate achievement
minimal achievement
satisfactory

passing

failing

withdrew passing
withdrew failing
unsatisfactory
incomplete

work in progress



Pass/Fail Courses A pass/fail grade may be used oourses approved by the
Curriculum Committee. Courses numbered 100 and above will carry academic credit.
For further information on academic procedures, see the current Academic Catalog.
Graduate Grading System

A (4.0 grade paits)

A- (3.6 grade points)

B+ (3.3 grade points)

B (3.0 grade points)

B- (2.6 grade points)

C+ (2.3 grade points)

C (2.0 grade points)

F

Final Examinations- Final examinations must be scheduled in the final exam period at
the end of each semester. If a student misses a final examination because of an
unavoidable conftit, the instructor will arrange a time when the student may take a
special final exam. A student with three examinations in a single day is entitled to
reschedule one of them. No extracurricular activities are scheduled during
examination week with thexeeption of athletic events scheduled by the NCAA,
Conference Carolinas, or events approved by the vice president for academic affairs.
In the case of approved events that conflict with final examinations, students are
responsible for making prior arramgents with the instructor.

Grade Reports— Semester grades are due within festght (48) hours after
completion of each examination. Final grades are posted and submitted on the
Campus Webby each faculty member. Copies of grade sheets are thendprinte
signed, and sent to the registrar’s offi

The Extended Campus Program faculty will submit grade reports no later than three
working days after the end of a course.

Students having unsatisfied obligations with the College will have grade repoxs and/
transcripts withheld until these obligations are settled.

9. Extended CampusFaculty Expectations

a.

Course Content

1 Each undergraduate course must include at least two proctored assessments.

Graduate courses must include at least one proctored assessment.

1 Clear criteria should be included in the course regarding the basis of evaluation
of all graded assignments such as a rubric and/or a list of criteria with associated
point values. Feedbaahould include the use of the rubric/criteria in the
explanation.
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b. Online Classroom Setup Activities

T

T

=

The I nstructor’s policy on acceptin

stated in the course and/or syllabus.

Instructors are required to make availaiigltiple modes of

communication for studentsat a minimum Blackboard messenger,
Limestone email, and discussion boards.

If discussion, wiki, blog, etc. is utilized in the course, clear criteria must be
communicated to students regarding number, gractiteyia, and any
requirement for responses to peer postings. Use of a grading rubric is
strongly recommended.

Post your name on the Home Page with a statement underneath that
specifies how students should primarily contact you for routine contact
AND in the event of an emergency. Please note that the Blackboard
Messaging System is the preferred method of contact especially in the
event of Grade Appeals.

Example of routine contact: questions about contact information,
Blackboard Messaging Systenualdates, etc.

Examples of emergency contact: Flood (and other natural disasters) that
may prevent the student from accessing the course, midterm/final proctor
password, etc.

Add your name, contact information, the term, year, and your Late Policy
to the Syllabus.

Update the due dates and dates of availability for any discussion boards,
assignments, and/or exams.

Post a Welcome Announcement/Letter on the Home Page.

Post an Announcement describing your Late Policy and make sure it is
reflected inthe syllabus.

Make sure that the syllabus posted is up to date. Do not replace the
Master Syllabus; contact the Course Coordinator if the syllabus needs to
be replaced with an updated one.

Remove any old, outdated, wnnecessary Announcements.

Double check the gradebook to make sure that it is set up properly and
reflects the grading scale in the syllabus.

Double check the exam options to insure that at least two exams require
passwords to be taken. Changephsswords and provide them to the
Proctors at least 72 hours before the exams are scheduled to open.
Check to make sure that any links in the course are active.

Contact the Course Coordinator if you have any questions, areas of
concern, and/or nevdeas.

Make no changes to the Master syllabus other than adding your name,
contact information, the term, year, and your Late Policy.

Do not alter the color scheme of the course.

Do not delete, hide, or alter content from the Master course.
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1 Do requie students to complete the work as presented. With the approval of the
Course Coordinator, the instructor may make reasonable edits and substitutions
(alternate quiz and exam questions, some modification of the discussion topics
and supporting web lirsj or additions (such as lab or other learning activities).
Any substantive content changes to the course must be completed by the course
coordinator.

1 Do not hide or alter any tabs including Calendar and Blackboard Messaging
System.

1 Do not hide or daer any Navigation Tools.

c. Classroom Activity

1 Facultyareexpected to respond to all student communications within 48 hours.

1 Instructors are expected to provide meaningful, detailed, and timely feedback to

students. All assignments are to be gradedimithe week of due date.

Instructors are expected to engage actively with students throughout the course.

1 Instructors should post regular announcements providing general feedback on
assignments, areas for improvement, tips for success, etc.

=

1 ECI and MBA instructors are responsible for using the Proctor Database to obtain
student s’ proctor information. I nstruc
email addresses, and they are not to provide passwords directly to students.

1 Final grades must be posted in the LC Portal no later than 48 hours following the
end of the course. Graduate grades must be submitted on the LC Portal by the
deadline specified by the Registrar.

1 The Blackboard grade book feature must be used in regpaid posting all
student grades.

1 Do notdelete any communications (Blackboard Messaging System, Email,
Discussions, etc.) received in the course and your responses to them. Please note

that the Blackboard Messaging System is the preferred methodtaict
especially in the event of Grade Appeals.

10. Academic Conduct Policy

a. Statement of Beliefs
Honesty in personal and academic matters is a cornerstone of life at Limestone
College. Students are expected to achieve on their own meritgitidsa to
exercise integrity in all affairand to refrain absolutely from lying, cheating, and
stealing.
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b. Responsibility
The responsibility for maintaining honesty in academic life is shared by students,
facultymembersand college administrators.

1. Student Responsibilities
Students are responsible for conducting their own academic affairs in an honest
manner.

Students are responsible for the behavior of fellow students to the following
extent:

a. A student who is aware of dishonest behavior on the part of a fellow
student(s) in an academic setting should feel an obligation to make a
report of academic misconduct

b. A student who makes eeport of academic misconducis not
obligated to be involvednithe matter in any way after making the
report. The identity of the student makingreport of academic
misconductshall be protected.

c. A report of academic misconduchay be made in conversation or in
writing to the faculty member responsible for thassl.

d. The intent of thereport of academic misconduds to alert the
faculty member that academic misconduety haveoccurred.

e. A faculty member shall investigate a studeeport of academic
misconductand if he/she findsevidence of academic miscoad,
charge the student(s) as appropriaad report the case to the
associate vice president for acadentfiaies for further review.

2. Faculty Responsibilities

Faculty members have a responsibility to communicate to students both their
own beliefs, policies and procedures relating to academic misconduct and those
of the College. This communication must be presented to students in \ariting
includedin a coursesyllabus.

Faculty members have a responsibility to be aware of the potential for academic
misconduct, to take reasonable precautions to discourage it, and to respond
promptly and consistently teeports and accusations of academic misconduct
when they ocur.

A faculty member has a responsibility to report all cagescademic misconduct
to the associate vice president foademicaffairs for review.
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3. Administration Responsibilities

College administrators have a responsibility to respon@ports, accusations,
and appeals of academic miscondwinsistently and promptly.

College administrators have a responsibility to uphold the policies and
procedures of the College with regard to academic misconduct.

c. Defining Academic Misconduct
Academicmisconduct may include but is not limited to the following acts:

1 Plagiarism or the failure to properly credit the work of another person,
thereby allowing others to assume that the work is original.

1 Copyinganot her student’s wor k.

71 Collaborating by allowing another student to copy work which has been
created by the collaborating student himself/herself.

1 Purchasinga paper from services or from other students and submitting it
as one’s own wor k.

T Submitting work as the ocdatedirrpatd@s ow
wholly, by another individual

1 Doing work for someone else asdbmitting the workunder a name other
than your own

1 Cheating

a. Copying from the paper of another student.

b. Allowing other students to copy from work that is not their awn
aiding them in doing so.

c. Referring to any materials which the instructor has not specifically
authorized for use during a test or assignment.

d. Inappropriately obtaining the contents of an examination.

d. Procedures of Accusations of Academic Misconduct

An accusation of academic misconduotay be maddy a faculty membebased

on his/her own observation and evidence or the report of a student, faculty or staff
member An accusationidentifies a specific student(s) by name and accuses the
student(s) ok specific act(s) of misconduct.

If the faculty member finds sufficient evidence of guilt, an accusation of
misconduct must be made to the student within 7 calendar days of the alleged
incident of misconduct and the casest bereported to the associatee president

for academic ffairs at the same time.
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1 If the incident is a first offense, the faculty member may impose his/her own
penalty. Appropriate penalties might include but are not limited to:
1. Afailing grade on the test, activity, or assignment.
2. Afailing grade for the course.
3. A requirement that the test, activity, or assignment be retaken or
resubmitted.

1 If a student is guilty of a second instenof academic misconduct, the
associate i¢e for academic fairs will impose the penalty of a nen
replaceable F” f or the course in which the

71 If a student is guilty of a third count of academic misconduct, the student
will receive a nor epl aceabl e *“F” for t he colt
occurred and will be permanently suspendeninfthe college without the
possibility of readmission.

An accusation of academic misconduetust be addressed by tassociate ice for
academic #airs in consultation wh the faculty member and the department chair
or the division bair within 20 working days of the receipt of thecusation

If a faculty or staff membereceivesa report of academic misconduche/she shall
inform the faculty membeeaching the coursef thereport. If the teachingfaculty
memberfinds sufficientevidence of guilt, an accusation of misconduct must be
made to the student within 7 calendar days of the alleged incident of misconduct
and the caseeported to the Associate vice president for acadeffféirsa at the

same time.

. Appeals
Both the accsed student and the faculty member responsible for the class or
activity have the right to appeal.
An accused student may appeal:
1 Suspension for a third violation of academic integrity.
1 The findings of an Appeals Committee.
A faculty member may appetile findings of an Appeals Committee.
All appeals must include a rationale.
Appeals of suspension for academic misconduct shall be madéing to the vice
president for academidfairs within 10 working days of the date thfe suspension
letter fromthe vice president for academiftaérs.
The vice president for academiffaérs, upon receiving any appeal, shall act as

Chair and assemble an Appeals Committee. The Appeals Committee shall meet
within 10 days of the receipt of an appeal.
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No faculty menber nor academic administrator shall serve on an Appeals
Committee if any have been involved in reviewing the case previously.

An Appeals Committee shall be chaired by the vice president for academic affairs
and shall be comprised of two (2) faculty merand two (2) students. The four

(4) members shall have voting rights and the chair may elect to vote in the event of
a tie. In the event of a tie, which is not broken by the vote of the vice president, the
appeal shall be denied.

An Appeals Committeshall consider evidence which will be presented with the
accused student in attendance. Evidence includes but is not limited to:

1 Testimony from student or faculty accusers or other individuals directly
involved with the incident.

1 Physical evidence, shas notes or samples of student work.

An accused student may present evidence on his/her own behalf have a
representative from the campus who may participate in the proceedings, and
guestion his/her accuserl.the accused agrees to a meeting time and date with the
Appeals Committee and then fails to attend the meeting or be present by conference
call, the Appeal Committee will rule in the absence of the student.

The chair of the Appeals Committee shaleroh the relevance and admissibility of
evidence.

After hearing the evidence, the Appeals Committee shall voteéhenguilt or
innocence of the accused student.

The decision of the Appeals Committee shall be communicated to the accused
student and to the faculty memb#rg Department, Dision Chair, the associate
vice for academic affairs, and thegsident by the Chair of the Appeals Committee.

If either theaccused student or the faculty member responsible for the class is
unsatisfied with the findings of the Appeals Committee, he/she may make a final
appeal in writing to the president of the College within 10 days of the Appeals
Committee decision.

The preglent of the College, upon receiving an appeal of an Appeals Committee
decision, shall have the authority to act individually, to review written records, to
interview involved parties and to arrive at any resolution he/she deems appropriate.
He/she will espond in writing within 10 days of the receipt of an appeal.

All information and proceedings related to an accusation of academic misconduct,
including written material, physical evidene@md conversation shall be confidential
and all participants, inabing administrators, faculty members and studesfitsuld
refrain from any discussion of that information. A written record of the Appeals
Committee proceeding, includingroceedings,evidence and all other relevant
materialsshall be preserved as rerpd by law.
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f. Selection of Members of the Appeals Committee

a. The faculty shall elect two regular members and one alternate member for the
Appeals Committee for each academic year.

b. Studentmembers of an Appeals Committee for a specific casélshal
appointed by the chair of the Committee from a pool of five students
recommended for each academic year by the Office of StGaevices

c. A faculty member om student my decline to serve on an Appeals
Committee or may be disqualified by the chair if he/she is involved in
thecase.

d. Inthe event that a regular faculty member declines to serve, is
disqualified or is unable to serve for any other reason, the alternate
faculty member will serve for that case.

e. Terms of office for faculty members on the Appeals Committee shall be
one academic year. A faculty member shall not serve two
consecutive terms, except that an alternate memhbgibe elected
as a regular member in the succeeding year.

f. In the event that an Appeals Committee cannot be constituted due to
deferralsandbr disqualifications, the vice president for acaderffiais
shall have the authority to select special members, 2 faculty members
and 2 students, and the Committee thus selected shall be empowered to
hear the case.

g. Inthe event that a full committee of four cannot be impaneled, a group
of fewer than four may constitute an Appeals Committee. If no
students are willing or able to serve, a committee comprised of faculty
membes only may be empowered by the vigegident to hear thease.

11. Disruptive Student Conduct in the Classroom or other Learning
Environment

The goal of this policy is to help faculty and administrators more fairly and safely
address incidents aflassroom disruption. Faculty members are responsible for
managing the classroom environment. Faculty should exercise their best judgment
in setting standards of conduct for their courses and take a reasonable approach in
responding to classroom disrupts. Faculty are required to keep documentation
and thorough details of disruptive incidents. Faculty members detenwiiae
constitutes disruptive behavior in the courses they teach.

1 What is considered disruptive behavior? Any behavior that interferes
with the instructor’s ability to c
benefit from the learning environment. Students having emotional or
mental disorders who may be considered disabled and who are protected
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under the Rehabilitation Act of 1973 aeapected to follow the same
standards of conduct as any student.

1 Procedures for disruptive behavior

a. The i nstructor wi || “warn’” t he
disruptive and that it must cease immediately.

b. If the student fails to comply with the warning, the instructor may
require the student to immediately leave the classroom. Refusal to
leave the classroom may result in the notification of local authorities,
Limestone College Public Safety or as appmgrie “ 911 . "~

c. Based on the nature of disruptive behavior any student removed from
the classroom may face disciplinary action.

d. If the instructor allows the student to return to the class and continue,
then the incident is considered resolved.

e. If the instructordoes not permit the student to return to class, the
instructor must submit in writing a detailed description tbe
disruptive incident to thesaocide vice president for academitfaars
within 24 hours of informing the student he/stmay not return to
class. The associate vice president for acadeffiaicsawill review the
incident and he/she will determine the appropriate course of action.
Possible sanctions: Written Warning, Probation, Suspension, or
Expulsion.

f. The associate vigeresident of academidfairs will notify the student
of the action taken in writing within two working days after receiving
the faculty incident report.

1 Student Appeal

a. A student has the right to appeal anactaken by the associate vice
president of eademic #airs.

b. The student must appeal in writing within two working slaf the
notification from the associate vice president for acaderffaira
regarding any college decision related to the disruptive behavior. The
student’' s appeatl udnurstt’ § nwcd rudieon he!
the reason(s) the student disagrees with the decision.

c. The student appeal will be reviewed at the administrative yvé¢he
academic vice president of academic affairs, executive vice president,
and/or college predent. Thepesi dent ' s deci si on
wi || be completed within five woil
written appeal.

d. The student will be notified in writingby he Pr esi dent ' s
col l ege’s final deci sion.

e. Students removed froma@urse for disruptive behavior will receive a
grade of F. The student will be responsible for any loss of financial
aid.
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12. Off-Campus Trips

Faculty members and sponsors who plarcafhpus class trips must secure approval
from the vice presiderior academic affairs. Such trips should be planned so as not to
interfere with previously scheduled college events requiring student participation. A
list of students participating should be submitted at least sewgaty72) hours in
advance of the ppwmsed activity. The office of the vice president for academic affairs
of the College will inform the instructor or sponsor relative to approval of students
participating in an oftampus trip prior to the activity.

13. Student Assistants/Work-Study

In order to afford the faculty member more time for professional improvement and for
more effective teaching, the College provides-tiare student assistants who may be
used for routine clerical duties or laboratory work. All westkdy positions must be
approved by the vice president for academic affairs. Faculty and staff will submit
requests for positions through their immediate supervisor.

14. Textbook Requests

Textbooks are ordered and sold by the College Campus Store. Proper forms for
requesting tetbooks are sent to each division chairperson and department chairperson
by the campus store manager. The division chairpersons are responsible for
coordinating textbook selections. The division chairperson forwards the book orders
to the campus store.Faculty members should obtain examination and copies of
textbooks directly from the publishers, not from the College Campus store.
Departmental funds are not to be used to purchase copies of textbooks for faculty or
student use. It is a violation of Cefle policy and copyright laws for anyone to
photocopy a textbook or significant part of a text for their personal or student use.

B. Social and Informational Policies

1. Athletic Events
Athletic events are held throughout the academic year. Fastdff;, and students are
admitted free upon presentation of identification; a minimal charge is paid by others to
attend basketball and baseball games.

2. Campus Hours
Administrative offices are open from 8:30am to 5:00pm, Monday through Friday.
Maintenance, housekeeping, post office, and campus store hours are subject to a
different schedule outlined by the vice president for financial affairs.
In addition, the Admissions Office is open each Saturday morning from 9:00am to

12:00 noon during the regulaacademic year. During the summer months, the
admissions office will open on Saturday by appointment.
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To provide service to Extended Campus Program students, appropriate administrative
offices are open from 8:30am to 6:00pm, Monday through Thursday.

. College Directory

A directory is prepared forall College employees prior to the beginning ezch
academisemester

. Intellectual and Cultural Activities

The College periodically sponsors a variety of intellectual and cultural activities.
These actiities are an integral part of the total program. Faculty membeff,astd
administrators are urged attend these special events and to encourage their students
to do so.

. Career Services

The Career Services Office provides placement serviceartdidates for graduation
and maintains their reference files. Faculty members are frequently requested to
provide letters of recommendation for these files.

The director of career services is responsible for all aspects of planning and
management to meéhe career planning and placement needs of students and alumni
seeking guidance and support.

. Publicity

Material for external publication (news releases, brochures, advertisements, etc.) must
be approved by the appropriate vice president, the dire€tcommunications, the

vice president for institutional advancement, and the president. Faculty, administrative
staff, and students are encouraged to contribute appropriate material to be used in
Limestone publicity.

. Student Government and Activities

Faculty members are urged to consult the Student Handbook, the Gaslight, concerning
student organizations and activities.

AThe Campus Networko (Calendar)
The College publishes a weekly schedule of activities, a semester calendar, and a

monthly bulktin of College events. Information on special and regular events should
be reported to the Communications Office.
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C. Business Office Customer Services
1. Check Cashing and Petty Cash Services

The College cashier is authorized to cash persomatks not to exceed $100.00 for
students, faculty, and staff employees. The college cashier is also authorized to
disburse petty cash for small etime purchases not to exceed $50.00 when time does
not permit the compl et i o@m amwfuse af tHe Reangpu e s t
purchasing procedures. A $25.00 bad check fee will be assessed in the event a
per sonal check is returned #tcashing privieges b an |
of the individual who wrote the bad check will be suspended.

2. Requests for Payment

The “Request for Payment”™ form must be c
nature of the expenditure, receipt of goods or services, signatures of authorized
approving authorities, and the appropriate budget account number th wiac
expenditure is to be charged.

3. Requests for Purchase

The College cashier receives “Requests
Business Office. The “Requests for Purc
provide an audit trail of # nature of the proposed expenditure, signatures of
authorized approving authorities, and the appropriate budget account number to which
the expenditure is to be charged.

4. Requests for Travel Expense

Thepur pose of the “ Requeistoredfuestcash fomavflgure E X
travel and it must be completed and approved before travel occurs. The form shows
the appropriate budge account numbers to which the expenditure is to be charged, and
Is signed by the appropriate vice president. It isrdsponsibility of the employee
receiving the cash advance to return the unused portion of the cash to the College
cashier after travel is completed. The employee must fill out a Cash Transmittal form
and personally return the funds; the employee shootdransfer possession of the

cash to anyone other than a business office representative, as he/she is personally
responsible for the cash. The Business Office will only accepash Transmittal

from the employee who received the advance.

5. Travel Expense Report

Any employee who received a cash advance for travel must complete a Travel
Expense Report upon returithis form is used to show how the funds were used and
which budget account numbers are to be charged. This form is also used if an
empbyee needs to be reimbursed for travel where personal funds instead of a cash
advance were used. The College policy allows only a 15% tip, with the exception of
large group bills where the establishment requared88% gratuity.
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6. Time Sheets

The desigated payroll personnel receives the timesheets submitted by hourly paid
employees forfurther processing by the Business Office. Timesheet submission
requirements are published by separate memorandum by various department
heads/program managers to meayrpll schedule as published by college payroll
personnel.

7. Medical/Dental Insurance Information and Claims Assistance

The director of human resource assists employees with questions regarding medical
and dental insurance claims, provides initial @aaeise with enrollment and annual
reenrollment, and maintains master policies pertaining to the benefits associated with
the employee benefits program.

8. Student Accounts Management

The supervisor of student accounts maintains an account history ofselaand e n't ’
account and ensures that the correct charges and payments are recorded within the bills
system for each account. Business office personnel aretcaosd to respond to
parent and student queries about their accounts. dirketor of studentaccounts
prepares and mails semester, extended campus, and/or monthly bills throughout the
year and initiates formal collection efforts when student accounts are found to be in
arrears.

9. Budget Process, Controls, and Purchasing Policies

Budgetcontrolm nd pur chasing policies are neces
of achieving its budget objectives. The Business Office will act as a central agency or
clearing house for the administration of these controls and policies.

a. Budget Process

Theludget process begins -wWboptmath& puoudpat
developed no later than the April preceding the beginning of a fiscal year. This pro
forma budget is revised in theofranal Idf
budget. Another review and revision is made after spring registration. The
preparation of each budget is the responsibility of the vice president for financial
affairs. The vice president for financial affairs will act as coordinator for the
collection, assinmation, and presentation of budget information. The vice president

for financial affairs will solicit information regarding budget requests from all
academic divisions and administrative departments having budgetary
responsibilities. This information, oe assimilated, will be reviewed by the
College’s administrative officers and
been approved by the administration, it will be presented to the Finance Committee
of the Board of Trustees for approval. The Finanomfittee presents the budget

to the full Board of Trustees at the April and October meetings. It then becomes the
official budget under which the College operates.
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b. Budget Control

The achievement of budgetary objectives is the responsibility @idalinistrative
officers, administrative staff, and academic division heads. These officials will be
responsible for accomplishing the objectives of each budget area within the
financial limitations of that budget. Certain officials are responsible foieang
revenue sufficient to meet income budgets.

The preslent andvice presidents are responsible for seeing that all academic
divisions and administrative departments meet their objectives.

The controller and/obookkeeper, whaare responsible for &laccounting and
bookkeeping, will prepare and forward monthly budget statements to each
administrator and division chairperson. These budgets should be reviewed for
accuracy as well as status. Agyestions regarding the budgeports should be
direced to the controller. The controller will also contact administrative
department heads when he/sleeognizes problems or potential problems in the
administration of a particular line item of the budget; however, all responsibility
rests with the budget amager. In an effort to permit management of a budget, the
budget manager may request in writing, to the vice president for financial affairs,
that funds be reallocated among line items for which he/she is responsible.
Authorization to grant this requestill lie with the vice president for financial
affairs. To reallocate funds from one department to another will require the review
and approval of the president. To alter the budget objectives will require approval
of the Finance Committee of the BoadTrustees.

Persons exceeding budget limitations may be required to submit written
explanations for this occurrence to the appropriate vice president or the president.
Persons may be relieved of their budgetary responsibilities in the case of budget
overuns due to mismanagement, or failure to follow College Policies and
Procedures.

10. Purchasing Policies

Sound purchasing policies and procedures are necessary farnefiad effective
managementThese policies and procedures for Limestone Collegasfollows:

With the exception of construction oother Board of Trustees designated
requirements, only the president and the vice president for financial affairs are
authorized to commit funds for the College. The vice president for financial affairs
in administering these policies and procedures, will act as the central agency for all
purchasing.

All orders or commitment of college funds for goods and/or services in excess of
$50.00 must have approval of the vice president for financial affairs.

The purpose of these policies is to assist department heads in requisitioning the
goods and services necessary to operate their departments. These procedures are
also intended to aid in budget control. Requests which are denied may be appealed
to the preglent.
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Any purchases which cause a budget to be exceeded become the responsibility of
the administrator responsible for that budget. Any purchases or commitments made
outside the limitations of these policies and procedures (unauthorized
commitments) willnot be binding on the College, but will be the total responsibility

of the person making the unauthorized commitment.

a. Other Policies Regarding Purchases

Cash Purchases: Individuals making cash purchases from their own funds for the
College will bereimbursed by the Controller upon presentation of a properly
prepared “Request for Payment” form a
not exceed $50.00 and any exceptions must have prior approval from the vice
president for financial affairs.

Per®onal Acquisitions: The purchasing power of the College will not be used for
personal acquisitions for administrative, faculty, and staff members.

College Property: The Board of Trustees, the president, and the vice president for
financial affairs have cdrol over the property of the College. As such, they
have final jurisdiction over assignment or disposition of gifts made to the
College for its general use, furniture, furnishings, household goods, and other
items received as gifts by the College.

Alterations to the Physical Plant: Requisitions involving alterations to the
College buildings or purchase of equipment that requires utility connections or
alterations to buildings must be referred to the director of the physical plant for
technical review biere being placed. Such Purchase Requisitions and written
requests must have the signature of the director of the physical plant affixed.

Inventory and Control of Property: An inventory of Collegened equipment
valued in excess of $250.00 is kept ire tBusiness Office. To maintain the
accuracy of this inventory, the cooperation of all the areas of the College is
required. Items of equipment should be tagged with the identification tags
furnished by the vice president for financial affairs office audjuisitions,
losses, moves, damages, obsolescence, or mysterious disappearance of
equipment should be promptly reported. Periodic physical checks by all areas
are required to verify these records and scheduling of such checks will be the
responsibility ¢ the vice president for financial affairs.

Insurance: The vice president for financial affairs has the responsibility for
placing and maintaining insurance policies of fire and extended damage,
wor ker s’ compensati on, ptavel, studentlathletib i | i
insurance, and other needs as they arise. Generally, College insurance policies
cover College material only while on campus. Coverage is not provided for
College material off campus.

Some departments have insurance policiesatespecific to their program; i.e.,
Social Work and Athletic Training.
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b. Purchasing Procedures 1 Paying for Purchases

The College’s normal procedure i s payn
within thirty (30) days of receiving an invoice. eNdors submit invoices directly

to the Business Officagiving such information as date delivered, purchase order
number, description of products or services, and the amount. Upon receipts of the
invoice, the College bookkeeper will compare the infornmatm that contained

on the purchase order. The budget manager requesting this purchase will then be
asked to sign the invoices if they are ready for payment. This signature will
certify (1) that the goods or services were received in good order; (Zhéyat

were correct in quantity stated; (3) that the pricing is correct as stated; and (4) that
the invoice is ready for payment. The bookkeeper will then complete processing

of the invoices. The signature on this invoice is one of the most importasitrpart
proper wutilization of the College’ s r e
of any problems that exist in the information contained on an invoice and a plan

of action should be developed which would resolve these problems as the earliest
time. Invoices submitted to the Business Office which do not have documented
prior approval will not be the responsibility of the College and may be payable by
the person responsible for the purchase.

Exceptions to any policy or procedure stated herein shuave the approval of
the vice president for financial affairs.

11. College Facilities
a. Renting College Facilities
The priority of use of College facilities is:

1. Activities which satisfy academic requirements for both degree and
nondegree seeking studs.

2. Scheduled student activities for all enrolled students and student
organizations.

3. Scheduled departmental sponsored activities to which students and the
general public are invited.

4. Scheduled employee activities sponsored by College departments.

5. Schedutd activities contracted by external organizations and/or initiated by
the College.

6. Unscheduled student activities.

7. Unscheduled employee activities.

8. Unscheduled external organization activities

To renta College facility or reserve its use on a cost bags, it is necessary for

the person who is requesting use of the facility to complete and submit an
“Application to ScheduwbweekPoafara theidate & s F
requested use. The form may be obtained from the College switchboaatboper

who serves as the coordinator of College facilities use to avoid overbooking of
College facilities. The application is first approved by the vice president for
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financial affairs. Then the form is sent to all College departments who may have
to support the event and to inform the college community of the scheduled event
to make certain that the facility being reserved is available for use at the date and
time requested. It is mandatory that all requests to use College facilities for
nonacademig@urposes be submitted to the College switchboard operator so the
event/facility can be placed on a master schedule of events in order to avoid
overbooking,

. College Facilities Coordinating Responsibilities

The College switchboard operatoristhddb o oki ng agent” for
facilities are used for nonacademic purposes by anyone.

The vice president for student development controls the use of residence halls and
student center.

The registrar allocates classroom space to implement tlyeaDd Extended
Campus academic programs as required by the vice president for academic
affairs. The registrar also must approve the use of classroom spaces for other
purposes when these facilities are not being used to implement the academic
programs.

The Vice President for Intercollegiate Athleticeordinates the use of the Timken
Gymnasium,Walt Griffin Physical Education Center, swimming pool, tennis
courts, baseball field, softball field&mmie Rector Tennis Pavilion, Limestone
Center Hall of FamdRoom and Media Relation®oom, and all other athletic
fields.

The administrative assistant to the president coordinates the use of the formal
parlors in the Curtis Administration Building.

The College librarian coordinates the use of the library confereooe.

The food service director coordinates the use of the private dining tmomquet
room, andthe main dining area of the Stephenson Center.

The College chaplain coordinates the use of the Camwpford Chapel.

A designatednusic departmerfaculty membercoordinates the use of Fullerton
Auditorium.

The vice president for financial affairs coordinates the use of all facilities which
generate auxiliary enterprise revenue in cooperation with the foregoing College
administrative support staff employee He or she also establishes financial
records relating to the use of College facilities, establishes annual facility use
revenue goals with the president, and seeks to market College facilities to outside
parties throughout the year.
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c. Accommodations for Guests

Various people are responsible for arranging accommodations, meetings, and
hosting guests:

Guest(s) Coordinator
Prospective studhts/Parents Vice President for Enrollment
Services
Prospective employees Potential supervisor
Visiting athletic teams VP for Intercollegiate Athletics
Limestone Students Vice President for Student
Services

(when residence halls are closed or in special situations)

Consultants/speakers Sponsoring department
Friends of the College Sponsoring department
Alumni Vice President for

Institutional Advancement

It is College policy to provide prospective students who visit the campus with
complimentary food and lodging. Parents or guardians who accompany
prospective students are chargemal fees for meals. Similarly, members of
the Board of Trustees, alumni, and other guests of the College who are on
campus in a working capacity are provided with complimentary food and
lodging as required. Costs for these particular services argechao the
appropriate budgets for accounting purposes.

Employees of the College who are using College facilities to provide food and
lodging for their personal guests are charged normal fees.

d. Fees

Fixed rates are charged for certain facilities sashthe residence halls. Other
facilities have been assigned variable rates based upon the size of the group, the
group’s composition, and the services
president for financial affairs will determine the exact feeictvhhas been
approved by the president.

The faculty and staff are urged to encourage outside groups to use our excellent,
reasonably priced facilities, particularly between one week after May graduation
and one week before the start of the fall seme&tkrase see the vice president

for financial affairs for more details about all items pertaining to use of College
facilities.
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12. College Travel

Travel charged to divisional budgets must be approved by the executive vice
president and the division chagémson; other travel is approved by the vice
president for financi al affairs. Il ndi
the business office for reimbursement.

A travel advance may be requested on
available in thébusiness office. Reimbursement for travel already completed may
be requested on a “Travel Expense Repo

received, must have all the appropriate signatures, and must be accompanied by all
relevant receipts. No relmrsement will be made without the proper receipts.

13. College Vehicles

The College maintains several automobiles and vans for official business. The
switchboard operator serves as the Co
requesting the use @ College vehicle must be submitted to the appropriate
administrative officer for approval prior to submitting to the switchboard operator.

14. Fund-Raising

The College understands that various student, faculty, or administrative groups
would like to raise money for College activities. However, all College fund
raising must be approved in advance by the vice president for institutional
advancement so that the College’ s eff
effective as possible.

15. Keys

Keys toappropriate offices and buildings are issued without charge by the business
office to faculty members and College employees and must be turned in at the
termination of their employment. Employees and students of the College may not
duplicate keys to Colie facilities without first receiving written approval from

the vice president for financial affairs.

D. General Policies and Information
1. Dress and Behavior Code
Personnel of Limestone College shall always dress and behave in a manner
appropriate totheir function and office. All employees of the College are

expected to treat students with the same dignity and respect they would expect to
receive themselves.
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2. Employee-Student Relationships

Amorous relations (that is, sexual, romantic, or datelations) between students
and faculty/staff members with whom they also have an academic or evaluative
relationship are fraught with potential for exploitatiofherefore, all such
amorous relations between students and faculty/staff are prohibiésss the
parties to the relationship are married to each otl@lations of this policy may

lead to disciplinary action, up to and including termination.

3. Stephenson Center Dining Hall

College employees and their guests may dine in the Collafgteria which is

located in the Stephenson Center. Single meals may be purchased at posted prices
and meal tickets for multiple meals may be purchased from the food service
director.

4. Maintenance and Service Requests

Maintenance andervicerequestdor minor maintenance and routine assistance
may be procured by completing the MaintenanceZerdiceRequest form which
may be accessed on line by the following steps:

1. Go to the Quick Links section on the bottom of the Limestone College
web home page and click on Forms.

2. Under Limestone Forms click éracultyand Staff Forms.

3. Under Faculty/Staff Forms click on Maintenance Work Order Request.

4. Complete the Maintenance Work Order form and press the submit
button on the lowernght hand corner.

The Director, Physical Plant manages work orders for maintenance and repairs for
all facilities. Those requests which involve facilities under the staff cognizance of
the VP for Student Services or the Associate Athletic Director fdrefit
Facilities are forwarded to those officers for action by those organizations. The
VP for Student Services is responsible for the maintenance of resident halls and
the Dobson Student Center. The Associate AthlBliector for Facilities is
responsike for the maintenance of the Timken Center, Walt Griffin Physical
Education Center, The Limestone Center, The Emmie Rector Tennis Pavilion,
and all athletic playing fields.

5. Parking
The campus securitgepartment administers the vehicle registratiod parking
system for College employees, students, and visitors. Vehicle registration stickers
are issued to faculty and staff. Vehicle registration stickers for students are
renewed each fall semester.

Vehicle registration stickers are issued on a cootiis basis throughout the year
to accommodate newly hired faculty and staff employees.
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Parking lots are designated for student, faculty, staff, and visitor parking. A
campuswide memorandum on this subject is published each September.

. Postal Services

The College operates a mail center for the purpose of receiving and dispatching
mail. It is not designated as a U.S. Post Office. However, the mail center is
equipped with state of the art mail processing equipment and the mail center
manager attendsemiinars and conferences to stay current with the very latest
postal regulations, procedures, and processes. Eacangous student, faculty,

and staff is assigned a mailbox. Commuter students may be provided mailboxes
on request if mailboxes are availabl Mail is ready for pickup at 10:00 a.m.,
Monday through Friday. Limited sale of stamps is available. Mailing of
packages and processing of registered mail are services also available.

. Tobacco

Tobacco use is prohibited in all campus facilities.

. Drug and Alcohol Policy

The DrugFree Workplace Act of 1988, implemented at 34 CFR Part 85, Subpart
F for Grantees, as defined by 34 CFR Part 85, Sections 85.610 requires that the
College certify that it will continue to provide a drirge workplace by:

a. Publishing a statement notifying employees that the unlawful
manufacture, distribution, dispensing, possession, or use of a controlled

substance is prohibited in the Col
actions that will be taken against the employ&@sviolations of such
prohibition.

b. Establishing an ogoing drugfree awareness program to inform
employees about:

1. The dangers of drug abuse in the workplace.
2. The Coll ege’ s pol i-feggworkglacemai nt ai n

3. Any available drug counselingtehabilitation, and employee
assistance programs.

4. The penaltiesvhich may be imposed upon employees for drug
abuse violations occurring in the workplace.
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. Drug and Alcohol Policy:

The Limestone College alcohol and drug policy seeks to maiataefe and
healthful environment for the entire college community: students, faculty
employees, staff employees, and authorized visitors to the campus. All
members of the college community are expected to comply with federal and
state laws governing these of drugs and alcohol as well as the College policy
outlined in the following statements.

. Regulations Concerning Use of Alcohol and Drugs:

The use, consumption ingestion, possession, manufacture, distribution, or
dispensing of alcohol and illicidrugs is prohibited on Collegewmed or
controlled property. This prohibition applies to the main campus and to leased
sites in other locations where college programs of instruction are offered.

. Violations of the Alcohol and Drug Policy:

Faculty and staff empl oyees who are
policy, federal, or state laws are subject to penalties which may include
immediate discharge or suspension from the College. Conduct that is
unbecominggdisorderlyor destructivewhile under the influence of alcohol or
drugs will be referred to the appropriate department head for investigation and
recommended disciplinary action by the appropriate vice president.

. Drug-Free Workplace Awareness Program:

Department heads are emjed to present the Drigree Awareness Program to
their employees upon commencement of employment, and during January and
August of each year. Employees should be informed that the College intends
to maintain a drugree workplace, the dangers of drufpuae, and the
availability of drug counseling, rehabilitation, and employee assistance
program, and the penalties which may be imposed upon employees for drug
abuse violations occurring in the workplace. Employees should also be
informed that it is the e;ml oyee’ s responsibility
supervisor in writing of any conviction of a criminal drug statute occurring in
the workplace no later than five calendar days after such conviction.

The College must in turn notify the Director, Grants ®evU.S. Department

of Education of such conviction within ten calendar days. The College is
further required to take some appropriate action against the employee within 30
calendar days and make a good faith effort to continue to maintain -dreleug
workplace.
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e. Drug and Alcohol Employee Assistance Program:

Employees who violate the College alcohol and drug policy may be referred to
the College nurse and the Counseling Center for counseling and rehabilitation
in an effort to effect a modificatioin behavior. It is the desire of the College

to assist employees who may have engaged in substance abuse to the detriment
of themselves, their families, and the College to restore them to productive
employment and to make a good faith effort to contioumaintain a drudree
workplace through the assistance program. If the internal counseling resources
of the College are not sufficient to affect the situation, outside service agencies
within Cherokee and Spartanburg counties may be engaged to otfesrfu
assistance.

9. Information Technology

Information Technology utilizes many forms of advanced technologies typically
found in much larger institutions. These technologies enable constituents to have
access to needed information and services while also ensuring information and
services are seped. “ Li mest one provides enterpri
allows us to properly maintain and secure the wireless network for all users on
campus. In addition, consumer grade wireless access points can confuse users
and interfere with the establishedterprise wireless system.

Please be aware that wireless accesgg'routers, wireless printers beside the
ones configured on LC Ki, modems and network routers that are not installed
by Limestone Network Services are prohibited on the Limestonked@o
net wor k.~

To request assistance with Limestone College technology, please contact the
Information Technology Helpdesk by calling Extension 4357 or emailing
helpdeskl@limestone.edu

10. Data Deletion Policy

Software Developers, as a means for protecting the integrity of the user data,
typically install a Delete function into their software. While the Information
Technology Department (IT) controls the use of the function, it should never
delete a trasaction without the express written consent of the users of that
information. For t his purpose a use
Director of Data Services, Financial Aid Director and Registrar, has been created
to assess, and approve when destmecessary, the deletion of records from the
Jenzabar systemCurrent year deletionsrequire the approval of the Deletion
User Group (DUG) unless only one system is affected. If only one system is
affected then the responsible party for that functios the authority to approve

the deletion. The deletion of transactions that were communicated to external
organizations (e.g. the Department of Education or SACSs) requires the approval
of all members of DUG Prior year deletionsshould only be initiated khen a
catastrophic system failure (e.g. a @ded entry resulted from a system process
interrupt), which threatens the integrity of the Jenzabar system, has occurred.
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Prior to initiating the deletion process for a prior year transaction an additional se
of approvals must be obtained from DUG and the Vice Presidents for Academic
Affairs, Financial Affairs, and Information Technology.

11. Workplace Threats and Violence

Nothing is more important to Limestone College than the safety and security
of its employees. Threats, threatening behavior, or acts of violence against
employees, visitors, guests, or other individuals by anyone on Limestone
College owned or leased property will not be tolerated. Violations of this
policy will lead to disciplhary action, which may include dismissal, arrest,
and prosecution under applicable federal, state, and local statutes.

Any person who makes a substantial threat, exhibits threatening behavior, or
engages in violent language or acts on Limestone Collegeedwr leased
property shall be removed from the premises as quickly as safety permits. Such
persons shall remain off Limestone College premises pending the outcome of an
investigation into the circumstances surrounding the event. Upon the conclusion
of the investigation, the College administration will initiate appropriate actions to
prevent reoccurrence and deter future occurrences of such events. Actions may
include, but may not be limited to, suspension and/or termination of any business
relationshps, reassignment of duties, suspension or termination of employment,
and/or criminal prosecution of the person or persons involved.

All Limestone College employees are responsible for notifying their immediate
supervisor or an officer of the College of ahyeats which they have witnessed,
received, or has been told that another person has withessed or received. Even
without an actual threat, employees should report any behavior which they regard
as threatening and which could lead to actual violendeeatbrkplace.

Any employee who applies for or obtains a protective or restraining order which
lists Limestone College as being a protected area must provide a copy of the
petition and declarations used to seek the order to the vice president for financial
affairs. Moreover, a copy of any protective or restraining order which is granted
must also be provided to the vice president for financial affairs.

The designated College officer to administer workplace threats and violence
policy is the vice presidefior financial affairs.

12. Title IX at Limestone College
Title IX of the Education Amendments of 1972 protects students and others
from discrimination based on sex in education programs or activities which
receive Federal financial assistandatle 1X states that:
No person in the United States shall, on the basis of sex, be excluded from
participation in, be denied the benefits of, or be subjected to discrimination under
any program or activity receiving Federal financial assistance.

The full policy is found iINPAPPENDIX G.
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13. Mandatory Reporting Policy for Title IX

All employees, including all student employees and Resident Assistants,
responsible for ensuring their work and educational environments are free from
illegal discrimination, sexual harassment, sexual violence, and related retaliation,
When alleged or suspected discrimination, sexual harassment, sexual violence, or
retaligion is experienced or observed by or made known to an employee,

the employee is responsible for reporting that information in accord with
Limestone’s Title I X policy.

The only exceptions are employees with confidentiality privileges
(attorneys, profesonal counselors, medical professionals, and clergy)
acting in their “privileged” capaci

14. Harassment Policy
a. Purpose

The purpose of the harassment policy is to ensure that all persons will enjoy a
safe environment freiBom unreasonable interference, intimidation, hostility,

or offensive behavior on the part of anyone associate with the College. We
acknowledge that harassment, sexual or otherwise, is unlawful and will not
be tolerated by Limestone College.

b. Policy

The policy of Limestone College is to maintain a work environment free
from all forms of harassment and to insist that all persons associated with the
College be treated with dignity, respect, and courteaysuant to this policy,

any comments or conductel ati ng to a person’s
disability, age,genetic information or ethnic background which fail to
respect the dignity and feelisgf the individual are unacceptable.

This policy extends to conduct of a sexual nature including sexual
harassment, sexual violence, and gesiesed bullying. This policy
includes all faculty, staff, students, and administrators of Limestone College.
For more information about Limesne Col |l ege’ s pol i ci
accordance withTitle 1X, policies prohibiting discrimination and sexual
harassment, and for a detailed description of the grievance procedures please
visit www.limestone.edu/knowyourrights see Appendi% Title IX policy.

15. Weapons Ban Policy

Limestone College reference and complies with South Carolina Section
1623420, which prohibits “carrying or d
areamdj acent thereto.”

Li mestone College enforces a “no weap
use, possession, or distribution on campus of firearms, ammunitionelbr sh
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casings, air guns, explosives, fireworks, knives, or other weapons or facsimile
thereof by an employee is strictly prohibited. Included in this weapons ban,
concealed or otherwise, are all campus buildings, parking lots, and grounds. The
carrying of weapons and firearms is also prohibited in Limestone College vehicles
at any time andn personal vehicles immediately before, during, or immediately
after work. No weapon or firearm shall be kept in a locker, lunch box, toolbox,
briefcase, purse, or other personal property.

Limestone College, on behalf of itself and its students, resettwe right to

i nspect an employee’s personal propert
packages, briefcases, purses, clothing, and vehicles based upon a suspicion that
this policy has been or is being violated. Unlise is of the essence, aquest

will be made to the Limestone College DepartmenCampus securityo carry

out and support such inspection. Refusal to consettt cooperate in the search

of personal property by an employee may be grounds for disGipipéo and
including dscharge from employment.

The only exceptions to this policy are thoseampus securityofficers who are

duly authorized by Limestone College and the South Carolina Law
Enforcement Division (SLED) to carry a weapon.

16. Nepotism Policy

Because Limeston€ollege is located in a small community and a somewhat
sparsely populated area, it may be necessary to have more than one member of a
family employed at the College. However, at no time is it permissible to have a
family member report directly to anothemmediate (wife, husband, son,
daughter, uncle, aunt, grandparent, cousin, elaws) member of the same
family. In addition, it is not permissible to have one family member report
through a noffamily member to a family member within the same department

17. Intellectual Property Policy

For the purpose of this policy, “intel
of the mind in their expressed form such as music, art, poetry, electronic software
and/or hardware, computer systems, instructiofmamats, etc. The term
“intell ectual property” reflects the
the mind or the intellect, and that *
at law in the same way as any other form of property.

Limestore College encourages and supports scholarship and research, technical
and creative efforts, artistic or literary works, and other academic and services
activities and products, new written materials, and many other expressions of
research, creativity, amgtholarly activity. These works often involve the rights
and rewards of ownership, as well as responsibilities and a need for protection
during development; these concerns affect the individuals involved as well as the
College as a legal entity.
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The fdlowing are the guiding principles of this policy:

a. The College encourages the discovery and development of original works
and dissemination of knowledge as part of its academic mission.

b. The College recognizes that the development of original works and the
rights to, benefits from, and responsibilities for these works may arise
from a variety of efforts.

c. The College recognizes that ownership and benefit from intellectual
propertymay be multifaceted and strives to ensure appropriate benefits to
all contribuors

a. Faculty

A faculty member who creates any form of intellectual property shall be the
sole owner of that property, except when the faculty member and Limestone
College enter into awritten agreement to share ownership ofspecific
intellectual poperty. When the College provides designated funds, facilities,
or other support for the creation of the property, the College will become the
soleowner unless there written agreement to share ownership.

b. Students

In the case of intellectual property created by a student, the student shall be the
sole owner of the property unless that property was created under contract to
the College or the College provided designated funds, facilities or other
support for the creémn of the property. In such casestitten agreements
between the College and the student will determine the nature of ownership of
the property.

c. Staff

In the case of intellectual property created by a staff membersdhe
ownership of the property will be held by Limestone College when that
property was created as part of the contractual obligations of the staff member.
In cases where the property was created as a result of activities external to the
contract or when th€ollege has provided designated funds, facilities, or other
support for the creation of the property for activities external to the contract,
ownership of the property shall be determinedabitten agreement between

the staff member and the College.

18. Digital Copyright Policy
The digital copyright policy is intendetd effectively combat the unauthorized

distribution of copyright material by users f the 1T nstitution
unduly interfering with theducational and research use of the petw

L
<

Li mestone Col | ege’ s rizeabdistrilmuyyon atopgrighe r ni n g
material through use of our network is annually distributed to students,
faculty, and staff via email. File sharing restrictions, copyright guidelines, &
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computer us@olicies are also posted onraveb-site
http://www.limestone.edu/gzompliance.

19. Li mestoneds College Affirmative Acti
Opportunity Policy

Li mestone College’s Affirmative Actio
applicans receive equal consideration for employment and that employees are
treated justly during employment, without regard to their race, creed, color,
ancestry, sex (including pregnancy), sexual orientation, age, national origin,
disabilities marital status, genetic information or political affiliation. Such

action will apply to, but not be limited to employment, promotion, demotion,
transfer, recruitment, advertising, a¥f, termination, and rates of pay.

It is the policy of Limestone College that in tpeocess of recruitment fan
appointment to the work force, no appointment will be made until minority group
candidates have been sought out, and if qualified, are identified and encouraged to
apply. The Affirmation Action Plan providesvithout fear ofretaliation the
prompt, fair, and impartial consideration of all complaints of discrimination at
Limestone College based on race, creed, color, ancestry, sex (including
pregnancy), sexual orientation, age, national oridisabilities marital status,

ard political affiliation. Any such complaint shall be promptly forwarded in
writing to the Affirmative Action Officer. If the Affirmative Action Officer
determines there is any merit to the complaint, he/she will forward all facts
pertaining to the compiat along with the summary of his/heeview of the
complaint to the gesident for further review and additional action if appropriate.

Equal Employment Opportunity (EEO) means nondiscriminatitimat is, hiring

and promotion without regard to race; apleeligion; age; sex; marital status;
national origin; ancestry; sexual orientatiahsabilities or any other protdéed
class. To attain parity demands affirmative action, a program of purposeful
activity undertaken with conviction and effort to overm barriers to equal
empl oyment opportunity. Li mestone’s
achieve the full and impartial participation of womemninorities, persons with
disabilities, and other protected groups

Limestone College is committed teducing and, wherever possible, eliminating
actual and apparent undepresentation of minorities and women in the College
work force. The College is dedicated to removing procedural and attitudinal
barriers to access for persons with disabilities addrghersonsThe College will
provide reasonable accommodation in accordance with the ADA

20. Notice of Non-Discrimination

Limestone College provides equal opportunity and affirmative action in
education and employment for all qualified persoegardless of race, color,
religion, sex, national origin, age, disatyijisexual orientation, veterastatus or
genetic information. These equal opportunity provisions include, but are not
limited to admissions, employment, financad and student saces.
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Limestone College prohibits sex discrimination and sexual harassment, including
sexual violence.

It is the policy of Limestone College to actively recruit minority students. The
College will recruit students from high schools that enroll sigmfticaumbers of
minority students. Limestone College will idéptappropriate high schools in
South Carolina, Georgia, Florida, North Carolina, New Jersey, New York, and
Maryland.

Moreover, in compliance with section 668.44(46) of the United States
Department of Education, Office of Post Secondary Education Publication,
“current student aid and other rel at
installed ramps and restrooms accessible to individuals with disabilities in
recently renovated buildings to roply with ADA requirements and will
incorporate similar provisions in any future renovatiogahpus facilities.

Limestone College has also made extraordinary efforts to accommodate students
with learning disabilities, both through the Accessibility cd#fi which assists

with accommodations at no additional charge, and through the Program of
Alternative Learning Style§PALS); an accountability program specifically for
students with learning disabilities.

The following person has been designated to lamijuiries regarding the
American with Disabilities Act, the Rehabilitation Act, and related statutes and
regulations:

Director of Accessibility Services
1115 College Drive

Fort D

Gaffney, SC 29340
8644888245 (P)

The following person has been desigmhto handle inquires regarding Ron
discrimination policies and to serve as the overall coordinator for purposes of
Title IX compliance:

Associate VP, Academic Affairs
1115 College Drive

Cooper Wesi04A

Gaffney, SC 29340
864-488-8317(P)

For mor e i nformati on about Li mest oncg
accordance with Title IX, policies prohibiting discrimination and sexual
harassment, and for a description of grievance procedures, please visit
www.limestone.edu/knowyourrights

108



21. Emeritus Status for Senior Administrative Officers Policy
a. Introduction

Conferral of emeritus status is an honor that may be granted by the Board of
Trustees upon retirement (as opposed to leaving for a position with another
employer) of an employee whbas provided dedicated and distinguished
service to the College. The Bdaof Trustees delegates to theegtdent the
authority to recommend emeritus status for Senior Administrative Officers.
These officers include Vice Presidenfthe Board of Trustee may grant
emeritus status to the President.

b. Eligibility

Individuals serving at the time of retirement as Senior Administrative Officers
who have 10 or more years of continuous-futie service to the College.

c. Criteria

Evidence of extraordinargnd meritorious contributions to the fulfillment of
program and College mission.

d. Procedures
a. The President may initiate the recommendation for emeritus status of
Senior Administrative Officers upon notification of retirement (see form
on page 104).
b. Recommendations for emeritus status for Senior Administrative Officers
are made by the President to the Personnel Committee of the Board of
Trustees.

c. If the recommendation is approved by the Personnel Committee, it is then
transmitted to the full Board dfrustees.

d. If approved, emeritus status is awarded to the retiring Senior
Administrative Officer by the Board of Trustees.

e. Emeritus status is awarded with the title held at the time of retirement.
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e. Privileges of the Status of Senior Administrative Officer
Emeritus

a. Recognition at commencement following designation of emeritus status.

b. Marching with faculty at commencement exercises and other formal
academic occasions.

Inclusion in official listings of Limestone administrators.
Continuing library privileges.

oo

e. Free admission to Limestone’s <cultu

Request for Appointment to Senior Administrative Officer Emeritus Status

Name of Administrator:

Title:

Date of Retirement:

Years of Fullitime Service to Limestone College:

1. Approval of President, Verification of Eligibility, and Request for Transmittal to
Personnel Committee of the Board of Trustees.

Date:

(Signature oPresident

2. Approval of Personnel Committee and Request for Transmittal to the full Board of
Trustees.

Date:

(Signature of Chai?ersonneCommitteé

3. Approval by the Board of Trustees.

Date:

(Signature of Chair of Board of Trustees)
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22. Appointment of Emeriti Faculty Policy
a. Introduction
The title ofprofessor emeritus recognizes meritorious service to Limestone College by
a member of the faculty retiring from the College. Individuals must meet the eligibility
criteria for the award.
b. Eligibility
The individual is retiring (as opposed to leaviing a position with another employer)
and has completed 10 or more years of-tinlle service as a faculty member at
Limestone College.
c. Criteria
Evidence of a strong teaching record and community service within the College. The
designation also reflez a high level of commitment to Limestone College and its
mission.
d. Procedures
a. The vice president for academitfaars my initiate the recommendation
for the award of emeritus status of faculty members upon notification of
retirement (see form on pa@87)

b. The vice president for academic affairs recommends tordsedent.

c. The pesident recommends to the Instruction, Academic Policy &
Enrollment Services Committee of the Board of Trustees.

d. The Instruction, Academic Policy & Enrollment Services Catten
recommends to the full Board of Trustees.

e. Emeritus status is awarded to the retiring faculty member by the Board of
Trustees.

f. Emeritus status is awarded with the title held at the time of retirement.
e. Privileges of the Status of Professor Emeritus
a. Recognition at commencement following designation of emeritus status.

b. Marching with faculty at commencement exercises and other formal
academic occasions.

c. Inclusion in official listings of Limestone faculty.

d. Continuing library privileges.
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e. FreeAdmi ssion to Limestone’s <cul tur al

Note: Granting of emeritus status does not preclude teachingmart
for Limestone College as an adjunct faculty member.

Reqguest for Appointment to Faculty Emeritus Status

Nameof Faculty Member:

Department:

Academic Rank:

Date of Retirement:

Years of Fulitime Service to Limestone College:

1. Vice President for Academic Affairs’ Appr
for Transmittal to the President.

Date:

(Signature)

2. Approval of President and Request for Transmittal to Instruction, Academic Policy &
Enrollment Services Committee of the Board of Trustees.

Date:

(Signature)

3. Approval of Instruction, Academic Policy & Enrollment Services Committee and
Request for Transmittal to full Board of Trustees.

Date:

(Signature of Committee Chair)

4. Approval by Board of Trustees.

Date:

(Signatue of Chair of Board of Trustees)
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23. Termination of Employment for Misconduct and/or Making False
Statements (applicable to all employees of the College).

Termination policies, other than those required by law, are
discretionary in nature. The College may add to, delete from modify,
or eliminate these policies in its discretion.

Most employees of Limestone College arendt employees. Certain faculty
members may have their employment status taken outside-will agtatus
pursuant to the methods described in the Disclaimettddcon page one of this
handbook. All other employees serve at the pleasure of the College. Among
those reasons which might lead to termination of employment are the following:

1. Falsification on an Employment Application may result in immediate
dismissafrom the College.

2. Any employee who provides the College with a false statement regarding
work related issues may result in immediate dismissal from the College.

3. Employees who assist students in cheating or plagiarism may find their
employment with the Alege terminated.

24. Student Recruitment Policy

It is the policy of Limestone College to actively recruit minority students. The
College will recruit students from high schools that enroll significant numbers of
minority students. Limestone Collegelwdentify appropriate high schools in
South Carolina, Georgia, Florida, North Carolina, New Jersey, New York, and
Maryland.

25. Faculty Recruitment Policy
It is the policy of Limestone College to seek minority applicants for all faculty
positions. In its effort to obtain minority faculty members, the College will
advertise all faculty openings ifihe Chronicle of Higher Education, ierse

issues in Higher &ucation,and LaNoticia (a local Hispanic Newspaper serving
North and South Caroling.

VIIl. LIBRARY
A.The Libraryds Coll ection
1. Acquisitions
Aportionof the | i brary’s budget is allocat et
audiovisual software. To order materials, faculty members fill out order cards

provided by the library. Without abbreviating, they must give all known information,
includingISBN, for each item. Order cards must then be signed by the division
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chairperson and sent to the librarian. Orders are placed with an academic book jobber
if the budget permits. The library notifies faculty members when their orders have
been receive@nd cataloged. Library funds may not be used to purchase personal
materials.

2. Circulation

Faculty and staff may check out materials for four weeks or, by special arrangement,
for a longer period up to one semester. However, it is expected thatalials will

be returned by the end of each semester. If these materials are lost, the person on
whose library card they were checked out will be billed the current list price for
replacement plus processing.

3. Materials on Reserve

Faculty members nyaplace materials on reserve to make them more readily available
to students. At the instructor’s requ
building, 2) for twentyfour (24) hours, or 3) for three (3) days. The library staff
strongly recommendsuilding use only so they can more effectively control reserve
materials.

4. Non-Book Materials
The record collection contains recordings of both music and speech and is shelved in
the listening area on the first floor of the library. Faculty and stey check out
recordings, but the remainder of the Limestone community must listen to them in the
listening area. Musical scores are shelved beside the recordings.

Elementary and secondary textbooks and audioal software are housed in the
CurriculumLaboratory in the basement of the library.

B. Other Library Functions
1. Audio-Visual Equipment
The College owns a limited amount of auslisual equipment for classroom use. Its
scheduling and maintenance ar e tofhiteis | i br
assigned on a loAgrm basis to certain departments, available equipment may be
requested through the library staff at least twdaty (24) hours before it is needed.

2. Conference Room

Administration, faculty, and student groups wishingise the conference room in the
library must schedule that facility in advance.
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3. Gifts

The library gladly accepts gifts of books and other materials with the understanding
that they will be added to the collection or disposed of at the discretite dibrary

staff. The library will not assign a monetary value to any donated materials. Any
monetary value must be assigned by an independent appraiser. Receipts for income
tax purposes will be provided by the c#iofinstitutional advancement.

4. Interlibrary Loan
Materials unavailable in the Eastwood Library may be available through interlibrary

|l oan from other | ibraries. To protect
comply with ALA interlibrary loan regulations.

Complete bibligr aphi c i nformation and that infc
on request forms available at the circulation desk. Those who make requests will be
charged the |l ending |library’s cost for ¢

5. Library Instruction

Faculty members are encaged to bring classes to the library to learn how to access
the I|ibrary’”s collection, as wel | as t
classes should be scheduled at least one week in advance to permit the library staff to
make adequate prepdmat for instruction. The library uses an automated system to
locate materials within the library and to perform the checking in and checking out of
resources which may be loaned to patrons. The automated system also allows patrons
to conduct on line quess to view external holdings held by other agencies.

6. Photocopying
There are copierm the library. One is for general use by faculty and staff and has
selected departmental codes for accounting purposes. The other isapamwited

copier foruseby students, faculty, staff, and visitors to make personal pigee a
library attendant for specific instructions.
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|IX. APPENDICES
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Appendix A

BOARD OF TRUSTEESDSOG

[Notei The Board of Trusteesd Byl aws may be anm
Boardodés discretion. For an wupdate Trustee
Administrative Assistant.
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LIMESTONE CQIEGE
"/ 12% | & 42534%%306 "9,! 73

ARTICLE ONE 7 NAME OF CORPORATION AND LOCATION

The Board of Trustees of Limestone College, Incorporated, -pagietuating body, in
whom the properties and management of the College are vested, shall cansstyf

(20) to thirty (30)egular members, Senior Trustees, Trustees Emeriti, and the President
of the Alumni Association.

The principaloffice of Limestone College, Incorporated, shall be the Main Campus,
Gaffney, South Carolina.

ARTICLE TWO 7 BOARD OF TRUSTEES

Section I: Membership, Election, Term of Office

1. Trustees shall be elected at the Spring meeting of the Board of Trustees. Each
yearfour (4)trustees shall be elected by a simple majority for a period of five (5)
years. Any Trugte whose term is expiring may not beestected for a new term
of office until one (1) calendar year (12 months) has elapsed and until
recommended by the Committee on Trustees. An exception to this rule may be
made for a Trustee who is eled to fill a vacant seat for a term of one (1) year

or less. Such a Trustee is eligible for immediateleetion upon the completion
of his/her term of office.

2. The president of the Alumni Association shall serve as a member obdiné B
of Trustees and shall have full voting privileges during his/her term of office.

3. Terms of office begin on July 1.

Section Il: Senior Trustees

An individual who has reached the age of sewing/ (75) and has served with

distinction for at least one full term (5 years) as a Trustee of Limestone College is eligible
to be elected a Senior Trustee. The Committee on Trustees will recommend such
individuals to the Board of Trustees for election. A Senior Trustee shall serve a single
five (5) year term. Senior Trustees shall be accorded all the privileges of a regular
Trustee. The maximum number of Senior Trustees at any one time shiglél{8).

Section lll: Trustees Emeriti

A Senior Trustee is eligible to be elected a Trustee Emeritus at any time. A Senior
Trustee may request that the Committee on Trustees place his/her name before the
Trustees to be elected a Trustee Emeritus. TrusteestiEshall be eligible to serve on

board committees, cast votes at committee meetings, and speak freely at all board and
committee meetings. They shall not serve on the Executive Committee or Committee on
Trustees, nor have voting privileges at Board mestinor be counted as part of a
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guorum determination. A Trustee Emeritus shall be accorded all other privileges of a
regular Trustee and encouraged to participate in all Trustee functions.

A Life Trustee serving at the time of the creation of the Séiastee and Trustee
Emeritus status shall be transferred to Senior Trustee status and continue in that status for
life or until he/she requests consideration to be elected a Trustee Emeritus.

Section V: Immediate Past Chairman

In addition, the immedte past chairperson of the Board of Trustees shall be a member of
the Executive Committee of the Board of Trustees for the year following his/her term of
office as chairperson. If the past chairperson is not continuing his/her term akga reg
Trusteehe/she shall become an-efticio member of the Board of Trustees with regular
voting privileges.

Section V: Resignations

Resignations should be made in letter form and should be sent to the Chairperson of the
Board of Trustees or the President.

SectionVIl: Removal

1. A member who absents himself/herself from two (2) consecutive meetings without
presenting a valid excuse which is acceptable to the Chairperson automatically retires
as a member, and the Board shall proceed to fill the vacancy.

2. Any Trustee may be removed from office at any meeting by affirmative vote -of two
thirds (2/3) of the current members of the Board of Trustees, provided fourteen (14)
days notice is given to such Trustee and the general Board, with opportunity for that
Trustee to be heard by the Board of Trustees.

Section VII: Vacancies

Vacancies on the Board of Trustees, however occasioned, will ordinarily be filled at the
recommendation of the Committee on Trustees at the Spring meeting. However,
vacancies occurring on the Board more than three (3) months prior to the Spring meeting
may be filled by the Committee on Trustees, with the approval of the Executive
Committee. Th term of a Trustee elected to fill such vacancy shall be for the unexpired
term of the Trustee’' s predecessor.

Section VIIE Powers

The primary functions of the Board of Trustees shall be policy making and sound
resource management of the College. Bbard of Trustees shall further determine the
general, educational, and financial policies, and shall have the power to carry out any
other functions which are permitted by these bylaws or by the articles of incorporation,
except as limited by law
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ARTIC LE THREE - MEETINGS

Section I: Reqular

There shall be two (2) regular meetings of the Board of Trustees during the College year.
The annual meetings shall be held in April and October each year, unl&ssatde

specifies otherwise, with the dastermined at the discretion of the Chairperson of the
Board.

Section |l: Special Meetings

The Board shall meet any time upon the call of its Chairperson, the President, or upon the
written request of five (5) members. Written notice will be given t&h days prior to
the meeting.

Section lll: Quorum

At all meetings of the Board of Trustees, a quorum shall consist of a simple majority of
the current membership.

Section IV: Executive Session

Executive sessions of the full Board of Trustees andatingittees of the Board may be
called by the chairperson or any two (2) members.

Section V: Voting

All votes of the Board of Trustees and its committeresst be cast in perso® member
participating in a meeting through telephone or other electronic mediasote. No
proxyvotes are allowed.

ARTICLE FOUR T OFFICERS OF THE BOARD

Section |I: Officers, Election, Term of Office

1. The Officers of the Board of Trustees shall consist of a Chairperson, Vice
Chairperson, Secretary and Treasurer. These Officers shall be elected at the April
meeting for two (2) year terms beginning July 1 and continue in office until their
succasors are duly elected.

If the Chairperson has only one (1) year remaining on his/her term as a Trustee, the
term will be automatically extended. A Chairperson may serve no moréentbg8)
consecutive terms. If the Board selects as Chairpersoistae whose five (5) year

term is expiring, his/her term may be extended for one year until he/she can be
elected to a new five (5) year term as a trustee.

2. The Board shall also have the right to nominate and elect such other Officers as it
maydeem necessary for the purpose of a more efficient transaction of its business.

3. A vacancy occurring in the office of the Chairperson shall be filled by the Vice
Chairperson. A vacancy occurring in the office of Vice Chairperson, Secretary, or
Treasurer shall be filled through appointment by the Chairperson, with the approval
of a majority of the Executive Committee. The term of an officer filling a vacancy
shall be for the unexpired term of the
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Sectian |l: Signatures on Financial Instruments

The signatures of two (2) of the following College agents are required on checks issued
in the name of the College: the Vice President for Financial Affairs; the Controller;
Bookkeeper; or the President. Thgnsiture of the President is required for any total
expenditure in excess of $10,000. The approval of the Finance Committee of the Board
of Trustees is required for any capital project in which total expenditures exceed $30,000
if the expenditure has noebn included in the Operating Budget. Such expenditures will
be reported to the Finance Committee Chairperson within 15 days.

Section lll: Financial Reports

1. TheCommittee on Financand the Vice President for Financial Affairs shall submit
a detailed, audited report of the financial condition of the College at the Fall meeting
of the Board of Trustees each year. The report shall review the Operating Budget
performance for the past fiscal year with recommendations foaéitbocof any
operating surpluses or reasons for sustaining operating deficits and shall recommend
corrective actions to preclude future operating deficits.

2. TheCommittee on Financand the Vice President for Financial Affairs will also
present the proposed Operating Budget for the current fiscal year at the Fall meeting
of the Board of Trustees and recommend revisions to this budget at the Spring
meeting each year.

3. TheCommittee on Financend the Vice President for Financiafféirs also have the
duty of responding to inquiries about the financial status of the College received from
members and/or committees of the Board of Trustees at any time such inquiries are
made.

Section IV: Approval of Contractuédlgreements, Loans, Real Estate Transfers

1. All contractual agreements involving the total expenditure of more than $10,000
must be signed by the President. All contractual agreements involving total
expenditures in excess $50,000, unlespreviously approved withitme Operating
Budget,must be approved by the Finance Committee of the Board of Trustees.
Employment contracts are excluded from this provision.

2. Transfers of real property shall be by deed executed yrdedent of the College
and the Chairperson or Vice Chairperson of the Board of Trustees after the full
Board has adopted the appropriate resolutMortgages shall be executed by the
President of the Collegend the Chairperson ondé Chairpersonf the Board of
Trusteesfter specific approval by the Board.

3. No loans shall be made by an officer of the College, or any loans secured on
behalf of the College, without ttegprovalof the Board of Trustees, and no
mortgage, deed to secure debt, deed, note, or other legal document whatsoever
shall be executed except upon the appro¥#the Board of Trustees. No loans of
any kind will be made to College employees. The signatures of the Chairperson
of the Board, and the Presidarfithe Collegeare required on all commercial loan
documents.
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ARTICLE FIVE T PRESIDENT OF THE COLLEGE

Section I: Term of Office

The employment contract for the President of thBe@e shall be subject teview
annually at the April meeting of the Board of Trustees. He/she will be directly
responsible to the Board of Trustees.

Section II: Powers and Responsibilities

1. The principal Executive Officer of the College shall be the President. The President
shall be held responsible for any and all acts or matters relating to the academic and
administrative life and progress of the College. He/she shall have full authority in all
departments of the College, both academic and admingtraind shall be fully
responsible to the Board of Trustees, or to the Executive Committee in the interim
between meetings of the Board.

2. The President shall be the medium for all communications between all people
working under his/her direction and the Board of Trustees and shall be the official
spokesperson for the College.

3. The President of the College shall be present at the meetings of the Trustees, but shall
have no vote in the body. Fsbe shall serve as-@tficio member of all committees
of the Board and within the College.

4. The President shall perform such other duties as may be prescribed to him/her by the
Board of Trustees or the Executive Committee.

SectionllbtPr esi dent’' s Report

Prior to the April meeting of the Board, the President shall prepare and send to each
member of the Board a written or printed report of the work and the condition of the
school, including its financial condition and its student enrelit, accompanied by any
recommendations or suggestions he may desire to submit.

Section IV: Preparation of Budget

Prior to the April meeting of the Board, the President, in conjunction with the Finance
Committee, shall prepafer informationalpurposesa budget for the ensuing yedrhe
FinanceCommittee will make itbudgetreport and recommendations thereon to the
Board at the April meeting.

Section V: Presidential Vacancy

In case of a vacancy in the Office of the President or of prolonged absence, or his/her
inability to serve, th&xecutive Vice President shall serve as Acting President of the
College
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ARTICLE SIX T COMMITTEES OF THE BOARD

1. The Chairperson of the Bal shall appointhe following standing committees:

. Executive

. Instruction, Academic Policy, and Enrollment Services
. Buildings and Grounds

. Finance

. Institutional Advancement
. Trustees

. Student Life

. Athletics

. Personnel

10. Investments

11. Audit

2. The Chairperson of the Board shall be aio#ixio member of each Committee,
except the Executive Committee. He shall serve as Chairperson of this Committee.

OCoO~NOUIEWNE

3. The Board of Trustees may appoint in addition such committees as it deems
necessary to carry out the directives of the Board. The Chairperson of the Board of
Trustees shall appoint all members of any special committees created by the Board of
Trustees.

ARTICLE SEVEN 7 DUTIES OF THE COMMITTEES

Section |: Executive

1. The Executive Committee may meet quarterly. The datesimes will be
determined by the Chairperson of the Board. The Chairperson shall be authorized to
call addtional meetings, whenever in his/her judgment they shall be required by the
interests of the College, and must call such meetings when requested by a majority of
the Committee. Notice of the time and place of such meeting shall be given in
writing by the secretary of the Committee to all members of the Committee at least
three (3) days prior to such meeting.

2. The Executive Committee shall consist of a minimum of ten (10) members and a
maximum of fifteen (15), includothe elected officers of the Board. The
Chairperson of the Executive Committee shall be the Chairperson of the Board
of Trustees.

3. The Executive Committee shall have general charge of the business of the College
between the regulameetings of the Board, and shall have authority to act upon
matters that in the judgment of the Committee shall require immediate action or
decision. It shall have general charge of the financial interests of the College, and
of secumg and negotiating loans. During the intervals between the meetings of the
Board, the Executive Committee shall have the power to transact all financial and
executive business, except as otherwise may be provided by law or by these Bylaws.
Minutes of meetings and actions of the Executive Committee shall be accurately
recorded and shall be presented in each case to the succeeding meeting of the Board
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of Trustees for approval and ratification.

Section Il Instruction, Academic Policy, and Enrollment Services

1. The Committee on Instruction, Academic Policy, and Enrollment Services shall
cooperate with the President of the College in the general oversight of the workings
of the academic pgyams of the College.

2. This Committee shall generally keep itself informed of the implementation of the
educational objectives and policies of the College, including admission, curricula, the
faculty, and general scholarship. It shalhsler educational matters referred to it by
the Board of Trustees, the Executive Committee, the Chairperson of the Board, and
the President of Limestone College.

3. This Committee shall recommend to the full Board of Trustees the awamtkotus
status to faculty members upon notification of their retirement. The committee will
base its approval on the recommendation of the Vice President for Academic Affairs
and the President.

Section lll: Buildings and Grounds

The Committee on Buildings and Grounds shall cooperate with the President in the
general oversight of Limestone Coll ege’s bui
campus and other properties owned or leased by Limestone College.

The President of the Celje designates certain administrators and staff members to be
responsible for buildings and grounds. The Committee on Buildings and Grounds shall
work with them to see that the buildings and grounds are kept in proper repair and
condition and that adequeinsurance is provided in case of fire, storm damage,
vandalism, and other damaging threats to College property.

It shall be the function of this committee to review and recommend to the Finance
Committee proposed plant fund expenditures and renovataredopted in the
Coll ege’s annual Operating Budget when the t

It shall be the function of this committee to review and recommend to the Trustees any
acquisition or disposition of real property.

It shall be the fuation of this committee in conjunction with the College President to
review, update, and recommend i mpl ementati on
buildings and grounds to the full Board of Trustees.

It shall be the responsibility of this committ@econjunction with the administration to
see that contractors providing services for
properly bonded and insured for such work.

The Committee on Buildings and Grounds shall work with and in conjunction with other
Trustee committees and administrative staff in meeting the needs of student housing,
classrooms, athletic facilities, administrative office space, and other support facilities.

A report shall be made by the Committee on Buildings and Grounds to the#utl Bf
Trustees at the serannual Trustee meetings on the condition, use, and future needs of
the College concerning buildings and grounds.
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Section IV: Finance

1. The Committee on Finance shall meet a minimum of once each quarter to
establish fnancial and fiscal policy; formulate and approve operating budgets;
review operating budget implementation/performance; recommend corrective
actions if performance is not within established parameters; review and approve
proposed plantuind expenditures and renovation of campus facilities, review and
approve proposed acquisition or disposition of real property; and to recommend
actions to the Executive Committee and/or Board of Trustees concerning financial
management ahfiscal matters as may be appropriate.

2. The Committee on Finance shall record the minutes of meetings and actions of the
Committee for presentation to succeeding meetings of the Finance Committee and
the semiannual meeting of the Board of Trustees.

Section V: Institutional Advancement

The Committee on Institutional Advancement shall cooperate with the President

of the College on all matters related to institutional advancement and shall make
recommendations to the Board of Trustees relative to capital campaigasommittee

is responsible for developing and recommending policy matters in alumni relations,
comnunications, and fund raising, and for providing support to the professional staff in
those areasTrustees selected for tHommittee are individuals who can give
substantially and who can enlist the support of othieraddition to the membership of
the Committee from the Board of Trustees, the Chairman of the Board is authorized to
add to this Committee additional persons who are not members of the Board, but who
have interest in aiding the College in securing financial support.

Section VI: Trusees

1. The Committee on Trustees shall have no fewer tham&mbers exclusive of the
Chaimperson of the Board anad3ident who shall serve -@fficio.

2. The @mmittee shall develop a plan of board composition made relevtrd to
strategic direction of the @lege. It shall recrtiiTrustees and recommetitbse
candidaes for election by the full @rd. It shall develop and recommend the
strategies, policies, and practices that orient, e@yoaitivate and assess the
performance of fustees.

3. The @mmittee shall nominate the officers of the Board of Trustees to be elected by
the full Board.

4. The Committee shakcommend candidates to be awarded honorary eetpee
elected by the full Board.

5. The @mmittee shall establish its own rules of procedure in consultation with the
Board Chairperson, President, and the Boardro$t€es.

6. The @mmittee shall regularly inform thedard of its practices anguidelines and
shall seek the assistance of afLi§tees in the course of meeting its responsibilities.
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7. It shall propose and periodically review the adequacy of the Statement of Board
Member Commitment and Responsibilities.

8. TheCommittee shall meet as necessary to fulfill its mandate, but no fewer than
three(3) times annually.

Section VII: Student Life

The Committee on Student Life shall cooperate with the President of the College and the
Vice President for Studeervices in the general oversight of the Student Services
Department of the College.

It shall be the function of this committee to bring student concerns, viewpoints, and needs
to the attention of the full Board of Trustees and the officers of the College

The Committee on Student Life provides policy guidance to promote a safe and healthy
environment that encourages academic success and ensures that students enjoy a high
quality of life on campus.

The responsibilities of the Committee on Student fafeinto four broad areas:

1. representing student s’ i nterests in al
Trustees;

2. ensuring the provision of adequate financial resources to support a comprehensive
student life program;

3.ensuring that Board policies keep pace wi
as the College enrolls a more diverse student body; and,

4. promoting the campus as a community.

Section VIIE Athletics

The Committee on Athletics shall capate with the President of the College in the
general oversight of the Athletics Department of the College and work to ensure that the
intercollegiate athletics program embodies the proper tone, direction, and values
consistent with the academic missidrttee College.

The Committee shall assist thiece President for Intercollegiate Athletics and provide
information and analysis to the Board concerning the overall strengths and weaknesses of
the Intercollegiate Athletics Program and offer suggestioeahance the function of

athletics at the College.

The Committee on Athletics shall monitor standards of performance of the Athletics
Program to ensure that all activities are conducted within the rules and regulations of
Limestone College, Conference Claras, the South Atlantic Conference Bleiegrass
Mountain Conference, National Collegiate Athletic Association (NCAA), and the Eastern
College Athletic Conference (ECAC).
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Section IX: Personnel

1. The Committee on Personnel shall consist of the Chairperson of the Board of
Trustees, Chairperson of the Trustee Finance Committee and three other College
Trustees appointed by the Chairperson of the Board of Trustees.

2. It shall behe duty of this Committee to oversee the employment practices of all
College employees, including the approval of new positions, employees' salaries, job
descriptions, fringe benefits, health insurance, and retirement program. It shall also
be he duty of this Committee to hear and decide matters of personnel appealed
beyond the President.

Section X: Committee on Investments

1. The Committee on Investments shall consist of the Treasurer of the College, the
Chairperson of the Finan€ommittee, and a maximum of sevend@#)er Trustees,
appointed by the Chairperson of the Board. In addition to the membership of the
Committee from the Board of Trustees, the Chairperson of the Board is authorized,
but not required, to add no more than two (2) additional persons who are not members
of the Board, but who possess special expertise in the area of investiriergs.
nonTrustee members will serve in an advisory @(voting) capacity.

2. Acting within the scope of investment policy guidelines established by the Board of
Trustees, the Committee on Investments shall have charge of the investment of alll
endowment funds of the College, including the power to effect pueshaales or
exchanges of securities and other investment assets of the Collegéommittee
may employ investment counsel and may delegate authority to purchase or sell
securitiesfort he Col |l ege’ s account danmyofficecoi | nvest
the College subject to such limitations as the Committee may implos€ommittes
shall report changes in investments to the Board of Trustees at each Board rteeting.
shall also periodically prepare and submit to Bieance Committeeséimates of
expected endowment income.

Section X: Audit Committee

The purpose of the Audit Committee is to assist the Board of Trustees in fulfilling its

duty to oversee the College’s accounting, fi
functonsand he audit of the College’s financial s
a minimum of once each quarter. The Audit C
responsibilities are to:

1. Monitor the integrity of thtenms@fol | ege’ s

internal controls regarding finance, accounting, and legal compliance.

2 . Monitor the independence and performanc
and internal auditing department.

3. Provide an avenue of communication among the independent auditors, management
the internal auditing department, and the Board of Trustees.

4. The Audit Committee shall receive a formal report from the designated audit firm
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engayed to perform the audit and the Vice President for Financial Affairs at the
completion of each fiscal year in time to present audited results to the Board of
Trustees meeting each Fall.

The Audit Committee has the authority to condumt evestigation appropriate to

fulfilling its responsibilities, and it has direct access to the independent auditors as well as

anyone in the organization. The Audit Committee has the responsibility to request the
Board of Trustees to retain, atthe @l e " s expense, speci al

| egal

consul tants or experts it deems necessary i

duties.

ARTICLE EIGHT 1 CONFLICT OF INTEREST

1. Trustees shall disclose to the Chairperson of the Boardop®ssinflicts of interest at
the earliest practicable time. No Trustee shall vote on any matter in which such
Trustee has a conflict of interest; the Chairperson shall report to the Board that
the Trustee has reported the conflictri&rest prior to taking a vote. The minutes of

such meeting shall reflect that a disclosure was made and that the Trustee having a

conflict of interest abstained from voting. Any Trustee who is uncertain whether a
conflict of interest may exist in any matter may request the Board or Committee to
resolve the questions by majority vote.

2. Without limiting the generality of the foregoing, a Trustee shaddyeidered to have
a conflict of interest if (1) such Trustee has existing or potential financial or other

interests which impair or might reasonably pear t o i mpair such Tr

independent, unbiased judgment in diecharge of his or her responsibilittesthe
College, or (2) such Trustéeaware that a member of his or her family (which for
purposes of thiprovision shall be a spouse, parent, sibling, ¢hitdi any other
relative if the latter resides in the same household aJthetee), or any organization
in which such Trustee (or member of his or her family) is an officer, director,
member, partner, trustee, or controlling stockholder, has such exispoteatial
financial or other interests.

ARTICLE NINE- GENERAL MATTERS

Section I: Fiscal Year

The fiscal year of Limestone College, Incorporated, shall begin July 1 and conclude on
the following June 30.

Section Il: Granting of Degrees

To facilitate the awarding of degrees, the Board of Truskessby transfers to the

Chairman of the Board of Trustees the authority to approve the conferral of all diplomas
and degrees following the recommendation by the faculty through the Vice President for

Academic Affairs of the College.
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Section lll: Amendment of Bylaws

The Bylaws of the Trustees may be altered or amended at any meeting of the Board by a
two-thirds (2/3) vote of the current members of the Board of Trustees, provided thirty
(30) days notice of the proposed change has been previously @ each member in
writing.

Section IV: Order of Business

The order of business at any regular meeting will be determined at the discretion of the
Chairperson.

Section V: Parliamentary Procedure

The parliamentary guide is the newest editioRoberts Rules of Order

Section VI: Indemnification

Each Trustee and Officer of the College shall be indemnified against all expenses
actually and necessarily incurred by such Trustee or Officer in connection with the
defense of any action, suit, or proceedingwhich he/she has been made a party by
reason of being or having been such Trustee or Officer. The College shall cover such
expenses except in relation to matters where the Trustee or Officer shall be adjudicated in
such action, suit, or proceeding te lable for gross negligence or willful misconduct in

the performance of duty. The College shall maintain appropriate Trustee and Officer
liability insurance coverage for this purpose.

Section VII: Financial Exigency

Financial Exigency, defined as annmriment financial crisis which threatens the survival
of the institution as a whole and which cannot be alleviated by less drastic means, can be
declared or terminated by a tvtloirds (2/3) vote of the Board of Trustees.

Section VIII: Liability Insurance

Liability insurance shall be provided by the College for faculty, staff and Trustees
such amount as the Board of Trustees shall determine from time to time, in its sole
discretion.

Revised
April 21, 2017
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PROFESSIONAL ORGANIZATIONS
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COLLEGE MEMBERSHIPS IN PROFESSIONAL ORGANIZATIONS

Limestone College holds memberships in the following organizations:

American Association of University Women (AAUW)

American Collegd’ersonnel Association (ACPA)

American Society of Composers, Authors and Publishers (ASCAP)
Association of College and University Housing Officedsiternational (ACUHQ!)
Association of Governing Boards (AGB)

Association of Higher Education Facilities @#rs (AHEFO)

Association of Physical Plant Administrators of Universities and Colleges (APPAUC)
Blue Grass Mountain Conference

Carolina Association of Collegiate Registrars and Admissions Officers (CACRAOQO)
Charleston Chamber of Commerce

Cheroke County Chamber of Commerce (CCCC)

Columbia Chamber of Commerce

Commission on Accreditation of Athletic Training Education (CAATE)
Commission on Colleges of the Southern Association of Colleges and Schools)(SACS
Conference Carolinas

Council for the Advaocement and Support of Education (CASE)

Council for Higher Accreditation (CHEA)

Council of Independent Colleges (CIC)

Council on Military Education in South Carolina (COMESC)

Council on Social Work Education (CSWE)

Distance Education in SC (DESC)

Eastern Clege Athletic Conference (ECAC)

Florence Chamber of Commerce

Greenville Chamber of Commerce

Greer Chamber of Commerce

Intercollegiate Tennis Association (ITA)

Local Educators Admission Representatives Network (LEARN)

Nassau Counselors Association (NCA)

National Association of Basketball Coaches (NABC)

National Association of College Stores (NACS)

National Association of College and University Business Officers (NACUBO)
National Association of Collegiate Admissions Counselors (NACAC)
National Associatiof Education Buyers (NAEB)

National Association of Independent Colleges and Universities (NAICU)
National Association of Schools of Music (NASM)

National Association of Student Financial Aid Administrators (NASFAA)
National Athletic Trainer Association (NBQ)

National Collegiate Athletic Association (NCAA)

National Council of Accreditation of Teacher Education (NCATE)

National Strength and Conditioning Association (NSCA)

National Student Affairs Administrators in Higher Education (NASPA)
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New Jersey Associain of Collegiate Admissions Counselors (NJACAC)
Servicemembers Opportunity College (SOC)

South Carolina Archival Association (SCAA)

South Carolina Association of College Employers (SCACE)

South Carolina Association of Colleges for Teacher Education (SEAC
South Carolina Association for Institutional Research (SCAIR)

South Carolina Association of College Stores (SCACS)

South Carolina Association of Veteran Administrators (SCAVA)

South Carolina Athletic Coaches Association (SCACA)

South Carolina Chambef @Gommerce (SCCC)

South Carolina College and University Personnel Association (SCCUPA)
South Carolina Council of Independent Colleges and Universities of Teacher
Education (SCCICUTE)

South Carolina Independent Colleges and Universities (SCICU)

Southern College Placement Association (SCPA)

Southern Regional Electronic Campus (SREC)

Spartanburg Chamber of Commerce

United States Tennis Association (USTA)

Western Suffolk Counselor’s Associ
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APPENDIX C

WHISTLEBLOWER POLICY
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LIMESTONE COLLEGE
Whistleblower Policy

General

Limestone College (the College) expects its employees to observe high standards of business ant
personal ethics in the conduct of their duteasl responsibilities. Employees of the College must
practice honesty and integrity in fulfilling their responsibilities and comply with all applicable laws and
regulations.

In order to protect employees from repercussions fokimgagood faith disclosuse of Improper
Activities (see definition below), the College has implemented a Whistleblower Policy. The objectives
of the Limestone College Whistleblower Policy are to establish policies and procedures for:

1 The submission of concerns regarding Impropetivities by employees on a confidential and
anonymous basis.

1

1 The receipt, retention, and treatment of complaietgivedoby the College

1 The protection of employees reporting concerns from retaliatory actions.

Improper Activities

Each employee dfimestone College has an obligation to report in accordance with this Whistleblower
Policy (a) a violation of any state or federal law or regulation, including, but not litoitedrruption,
malfeasance, bribery, theft of College property, fraudulentmslaifraud, coercion, conversion,
malicious prosecution, misuse of College property, or willful omission to perform duty or (b) activities
that are economically wasteful, or that involve gross misconduct, incompetency, or inefficiency. These
actions are dtectively referred to as Improper Activities.

Authority of the Executive Vice President

All reported Improper Activities will be forwarded to the Executive Vice President in accordance with
the procedures set forth herein. The Executive Vice Presitlalitte responsible for investigating,

and making appropriate recommendations to the President with respect to all reported Improper
Activities. If the Executive Vice President is a subject of the Improper Activities allegations then the
report should benade to the College President.

No Retaliation

The Whistleblower Policy is intended to encourage and enable employees to report Improper Activities
within the College for investigation and appropriate action. With this goal in mind, no employee who,
in good faith, reports an improper Activity shall be subject to retaliation or adverse engpibym
consequences. Moreover, amployee who retaliates against someone who has reported an Improper
Activity in good faith is subject to discipline up to and inclgdtermination of employment.

Acting in Good Faith

Anyone reporting an Improper Activity must act in good faith and have reasonable grounds for
believing the information disclosed indicates a violation of law, involves gross misconduct,
incompetency, or efficiency. The act of making allegations that prove to be unsubstantiated, and that
prove to have been made maliciously, recklessly, or with the foreknowledge that the allegations are
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false, will be viewed as a serious disciplinaffense,and may restlin discipline, up to and including
termination of employment. Such conduct may also give rise to other actions, including civil lawsuits.

Reporting Concerns

Employees

Employees should first discuss their concern about an Improper Activity with thenediate
supervisor. If the individual is uncomfortable speaking with his or her supervisor, or the supervisor is a
subject of the Improper Activity, the individual should report his or her concern directly to the
Executive Vice President. It is the resgibility of the supervisor, upon receiving notification of an
Improper Activity, to document the facts as presented and communicate the Improper Activities Report
to the Executive Vice President.

If the Improper Activity was reported verbally to the ExsBve Vice President, the reporting
individual, with assistance from the Executive Vice President, shall prepare a written report of the
Improper activity. If the Executive Vice President, for any reason, does not promptly forward the
Improper Activity Report to the President the reporting individual should directly report the concern to
the president. Reports tthproper Activities may also be submitted anonymously. Such anonymous
concerns should be in writing and sent directly to the Executive Vesdant.

Handling of Reported Violations

The Executive Vice President shall ensure that all reported Improper Activities are addressed in a
timely manner. The Executive Vice President will notify the sender and acknowledge receipt of the
Improper Activity Report within five business days, if possible. It will not be possible to acknowledge
receipt of anonymously submitted concerns.

All reports will be promptly investigated by the Executive Vice President, and appropriate corrective
action will be recommended to the President if warranted by the investigation. In addition, action
taken must include a conclusion and/or foHops with the complainant for complete closure of the
concern.

Copies of all reports received under the Whistleblower Policy andoalliments relevant to the
investigation and resolution of these reports will be permanently filed in the office of the Executive
Vice President.

Confidentiality
Reports of Improper Activities, and investigations pertaining thereto, shall beddmential to the
extent possible, consistent with the need to conduct an adequate investigation.

Disclosure of reports of Improper Activities to individuals not involved in the investigation will be

viewed as a serious disciplinary offense and maytresdiscipline, up to and including termination of
employment. Such conduct may also give rise to other actions, including civil lawsuits.
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CONFLICT OF INTEREST POLICY
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Limestone College
Conflict of Interest Policy

The purpose of the following policy and procedures is to prevent the personal interest of employees from
interfering with the performance of their duties to the College, or result in personal financial, professional,
or political gain on the part of such persons at the expense of the College.

Definitions: Conflict of Interestalso Conflict) is a conflict, or the appearance of a conflict, between the
private interests and official responsibilities of a person in a positiorustf t Persons in a position of
trust include employees and officers. An Officer is the President, Vice Presid&fitedPresident for
Intercollegiate Athletics An employedas a person who receives all or part of her/his income from the
payroll of theCollege.

POLICY AND PRACTICES

1. Full disclosure, by notice in writing, shall be made by the interested parties to the Vice President for
Financial Affairs in all conflicts of interest, including but not limited to the following:

a. An employee in g@upervisory capacity is related to another employee whom she/he supervises.

b. An employee, or a member of an employee’s fa
a spouse, parent, sibling, child or any other relative if the latter resides sartteehousehold as
the employee) receives payment from the College for any subcontract, goods, or services other
than as part of her/his regular job responsibilities.

2. Following full disclosure of a possible conflict of interest or any condition listedegalibe Vice
President for Financial Affairs shall determine whether a conflict of interest exists angsifatio
inform the President. The President shall authorize or reject the transaction or take any other action
deemed necessary to addressthédon ct and protect the Coll ege’ s

3.An interested officer or employee shal/l not p
Cabinet, or any College committee or subcommittee in which the subject of discussion is a contract,
transaction, or situation in which there may be a perceived or actual conflict of interest. However,
they may be present to provide clarifying information in such a discussion or debate.

4. Anyone in a position to make decisions about spending resourcetdnsactions such as purchases
or contracts)y who also stands to benefit from that decistonas a duty to disclose that conflict as
soon as it arises (or becomes apparent); she/he should not participate in discussions preceding th:
decision.
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RED FLAGS RULE
IDENTITY THEFT PREVENTION PROGRAM

Purpose

The purpose of this policy is to establisRed Flags Rulédentity Theft Prevention Program designed to
detect preventand mitigate identity theft in connection with the opening of a covered account or an
existing covered account and to provide for continued administration of the Program. The Program shall
include reasonable policies and procedures to:

T

Identify relevaniRed Flags for covered accourtise Collegeoffers or maintains and incorporate
thoseRedFlags intoits Program,;

DetectRedFlags that have been incorporated into the Progrfaime College
Respond appropriately to aRgdFlags that are detected toepent and mitigate identity theft;

Ensure the Program is updated periodictllyeflect changes in risks ttuslentsand borrowers
and to the safg and soundness of the Collefgem identity theft and

The Rogram shall, as appropriate, incorporaxésting policies and procedures that control
reasonably foreseeable risks.

Existing Policies and Practices

The College hasqgicies to ensure compliance with GrantmachBliley Act (GLB), Family Educational
Rights and Privacy Act (FERPA), system and agapion security, and internal control procedussch
provide an environment where identity theft opportunities are mitigated. Records are safeguarded to
ensure the privacy and confidentiality of studeamd borrower records

In addition,the Collegeadheres to the followingractices:

)l
)l

All paper files are kept in lockeaffices and/ofiling cabinets while not being used.

Access to confidential information is limited to only those employees who need access in order to
properly perform the dutider which they were hired.

Employees with access to confidential information understand that this is confidential business
information and is not to be discussed with
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Definitions

T

Identity theft means fraud comitted or attempted using the identifying information of another
person without authority.

Account means a continuing relationship established by a person with the creditor to obtain a
product or service for personal purposes. Account includes an extehsredit involving a
deferred payment.

Covered accountmeans a account that a creditor offers or maintains primarily for personal
purposes that involves or is designed to permit multiple payments or transactions.

Red Hag means a patterpyractice,or specific activity that indicates the possible existence of
identity theft.

Covered Accounts

)l
)l

TheCollegeparticipates in the Federal Perkins Loan Program
The Collegeoffers and establishes student payment plans

Identifying Relevant Red Flags

T

Thephotograph or physical description on the identification is not consistent with the appearance
of the student or borrower presenting the identification.

The SSN provided is the same as that submitted by other students or borrowers.

The address or telephonamber provided is the same as or similar to the account number or
telephone number submitted by an unusually large number of other students or borrowers.

The person opening the covered account or the student or borrower fails to provide all required
personal identifying information on an application or in response to notification that the
application is complete.

A covered account is used in a manner that is not consistent with established patterns of activity
on the account nonpayment when there is history of late or missed payments.

The Collegeis notified of unauthorized charges or transactions in connection with a student or
borrower’s covered account .

TheCollegeis notified by a student or borrower, a victim of identity theft, a law enforcement

authority, or any other person that it has opened a fraudulent account for a person engaged in
identity theft.
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Detecting Red Flag Activity

Covered accounts are opened as follows:

Federal Perkins Loan Program

T

Perkins borrowers sign their promissory notes using an electronic signature, which requires a PIN
number that is unique to each borrower.

Perkins borrowers can allow a third party to have access to his/her account information by
completing the FERPA fam in the electronic exit interview process. If no one is listed, a third
party wil|l not have access to any account in
The borrower can log onto the exit site at any time to update this informatigshelsecides that

it would be beneficial for another party to have access to account information.

Student Payment Plans

Students must calé-mail,or come intoth®i r ect or of S fficedogeguesthRicaccountn t ’ s
beplacedon a tuition pgment plan.

Responding to Red Flags

The Program shall provide for appropriate responses to detected red flags to prevent and mitigate identity
theft. The appropriate responses to the relevant red flags are as follows:

)l
)l

= = =2 =4 =2

Contacting the student or borrewy

Changing any passwords, security codes, or other security devices that permit access to a covered
account;

Reopening a covered account with a new account number;
Closing an existing covered account;

Not attempting to collect on a covered account;

Notifying law enforcement; and/or

Determining that no response is warranted under the particular circumstances.
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Updating the Program

The Collegewill update theProgram annually in December, to reflect changes in risks to students or
borrowers or to the safety and soundness o€thllegefrom identity theft, based on factors such as:

1 The experiences of th@ollegewith identity theft;

1 Changes in methods of ideytiheft;

1 Changes in methods to detect, prevent, and mitigate identity theft; and
1 Changes in the types of accounts thatGb#egeoffers or maintains.

Oversight of Service Provider Arrangements

TheCollegeshall take steps to ensure that the activity of a service provider is conducted in accordance
with reasonable policies and procedures designed to detect, prevent and mitigate the risk of identity theft
whenever th€ollegeengages a service provider tafpem an activity in connection with one or more
covered accounts.

Currently the College us&ampus Partnets administer the Perkins Loan Program. Students contact

Campus Partneirectly through its website or by telephonel gmovidepersonal ideriftying
information to be matched to the records thatGb#ege has provided to Campus Partners.
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Hiring Procedure

Purpose: The purpose of timsocedure is to outline the necessary steps in the hiring process to ensure all
documentation is completed and offices are appropriately notified of new hires which they will assist.

Before the commencement of any full time employment search, the Visieéheof the hiring division
must complete thRequestto Hire Form to receive approval from the President in order to fill a
position.

A. Hiring for Full Time Staff Members

Upon approval to hire a new employee or fill a recently vacated position, tbeifal
guidelines will be adhered to:

a. The Director or Department Chair will complete &i@irmative Action Vacancy Posting
(Form 1) and return to the Human Resources (HR) Office. This will initiate the posting of the
vacancy to the employment board in Curtis and the Limestone College website.

i. Additional advertising locations will be sap by the Director or Department Chair

b. All applicants will complete the chine application which will be sent to the Director or
Department Chair, additional committee members, and the HR Office.

c. The Director or Department Chair will complete a minimum of 2 references, using the
Reference Checking Fom, for the candidates who are selected to be interviewed on campus.
The references must be checked and found to be satisfactory before an invitation to campus is
offered.

d. During the interview process, candidates will completeAtlorization and Releaseform.

e. Once the interview process is complete, the Director or Department Chair will give HR the
signedAuthorization and Releaseform of the final candidate.

f. The Director of HR will initiate the Background Investigation process.

g. The Director or Departmeéi©hair may extend a conditional offer of employment to the
selected candidate.

h. Once the Director of HR has confirmed a satisfactory background investigation, the Director
or Department Chair will be notified and a start date will be communicated towhe ne
employee.

i. If the offer is declined, stepsfavill be completed again

j.  The Director of HR will remove the position posting from the employment board and website
and communicate position filled notifications to candidates not selétiedill need a lisof
all interviewed candidates to complete the candidate notifications. As a courtesy, candidates
who formally visited the campus but were not selected will receive a phone call from the
Department Chair or Director regarding the decision.

k. The Director oDepartment Chair will complete the additional forms as listed below and
return them to the designated person

i. Request for Offer Letter Formi Pr esi dent 6 s Of fi ce
ii. New Employee Service Request ForinlT Receptionist
iii. Faculty/Staff Data Sheefi IT Receptionist
iv. Affirmative Action Filled Vacancy Summary (Form 2) - HR

. The President’s office wild/l send an empl oyr
and formal acceptance of the offer. A final signed copy of the offer letter will be forwarded to
HR.
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m. The Drector or Department Chair will schedule an appointment with the new employee and
the HR office within three days of the hire date to complete required paperwork and review
benefits.

B. Hiring for Full Time Faculty Members

Upon approval to hire a nefaculty member or fill a recently vacated position, the following
guidelines will be adhered to:

a. The Director or Department Chair will complete &i@irmative Action Vacancy Posting
(Form 1) and return to the Human Resources (HR) Office. This willatatthe posting to the
employment board in Curtis and the Limestone College website.

I. Additional advertising locations will be sap by the Director or Department Chair

b. All applicants will complete the aline application which will be sent to the desigrthHiring
Committee members of the posted position.

c. The Director or Department Chair will complete a minimum of 2 references, using the
Reference Checking Formfor the candidates who are selected to be interviewed on campus.
The references must be checleedl found to be satisfactory before an invitation to campus is
offered.

d. During the interview process, candidates will completeAtlorization and Releaseform.

e. Once the interview process is complete, the Director or Department Chair will give HR the
signedAuthorization and Releaseform of the final candidate.

f. The Director of HR will initiate the Background Investigation process.

g. The Director or Department Chair may extend a conditional offer of employment to the
selected candidate.

h. Once the Directoof HR has confirmed a satisfactory background investigation, the Director
or Department Chair will be notified and a start date will be communicated to the new
employee

i. The Director of HR will remove the position posting from the employment board andevebsi
and communicate position filled notifications to candidates not selecti@dvill need a list of
all interviewed candidates to complete the candidate notificatibas courtesy, candidates
who formally visited the campus but were not selected adkive a phone call from the Chair
or Director regarding the decision.

j.  The Director or Department Chair will complete the additional forms as listed below and
return them to the designated person

i. Request for Offer Letter Formi Pr esi dent 6s Of fi ce
ii. New Employee Service Request Form IT Receptionist
iii. Faculty/Staff Data Sheet’ IT Receptionist
iv. Affirmative Action Filled Vacancy Summary (Form 2) i HR

k. The Pr esi dent 'noffeoldttér and empleymedontracietatioe nefaculty
memberfor their signature and acceptance. A final signed copy of the offerdetier
employment contraastill be forwarded to HR.

I.  The Director or Department Chair will schedule an appointment with the new faculty member
and the HR office within three daysttie hire date to complete required paperwork and
review benefits. For the fall semester, new faculty members will attend the New Hire
orientation in lieu of a one on one meeting with HR.
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C. Additional Required Items

a. New employees must obtain parking ddecam Security office, if applicable
b. New empl oyees must obtain an “L” Card from

D. Hiring for Part Time Staff Members (Temporary, Student Workers, Interns)

a. Once the new hire is selected and a conditional offer of employmentlegtehe Director or
Department Chair will complete tii@epartmental Hiring Form and forward to HR. The
administrator will then schedule an appointment for the new hire to meet with HR within three
days of the start date to complete the required paperwork

b. All newly hired part time employees, except student workers, will complet&uti@rization
and Releasdorm.

c. The background check will be initiated by HR and the Director or Department Chair will be
notified if the background check results agt sdisfactory.

d An offer letter wild.l be sent from the Presi
excluding student workers

E. Hiring for Adjunct Faculty MembersDay

a. Once the new hire is selected, the Director or Department Chair will complete the
Depatmental Hiring Form and forward to HR. The administrator will then schedule an
appointment for the new hire to meet with HR within three days of the start date to complete
the required paperwork.

b. If the adjunct faculty member is new to the college thdlyngied to complete the
Authorization and Releaseform. All other members will be grandfathered in and will not
have to complete the background check process, unless there is reasonable cause. A
conditional offer of employment should be offered to nevividdals.

c. The background check will be initiated by HR and the Director or Department Chair will be
notified if the background check results ag satisfactory.

d. An employment contract will be issued by the Office of Academic Affairs

F. Hiring for Adjunct Faculty Members Extended Campus Classroom (ECC) and Extended Campus
Internet (ECI)

a. Once the new hire is selected, the Director or Department Chair will coordinate with the
Instruction Support Coordinators of either the ECC or ECI for the completiohrecassary
new hire paperwork. These items must be completed within three days of the start date.

b. If the adjunct faculty member is new to the college, they will need to complete the
Authorization and Releaseform. All other members will be grandfathered in and will not
have to complete the background check process, unless there is reasonable cause. A
conditional offer of employment should be offered to new individuals.

c. The background check will be initiatbg HR and the Director or Department Chair will be
notified if the background check results ad satisfactory.

d. An employment contract will be prepared by the ECC or ECI offices respectively and
approved by the Office of Academic Affairs.
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G.

H.

Al

Hiring for Work Study Students

a. Once a student is approved for financial aid through Financial Aid office, he or she will meet
with the assigned Financial Aid counselor to complete the required paperwork and view the
job listings notebook for a position.

b. Once the stdent is approved for a work study position with a department, the Director or
Department Chair must complete ¥ork Study Contract. Both the student and the
Director or Department Chair must complete the contract.

c. The student must also sigrCanfidentiality Agreement and both documents must be
returned to the Financial Aid counselor.

Position Changes

a. All position or salary changes for current employees will be initiated usingasiéon or
Salary Adjustment form. Once the form is completed and epged, it should be returned to
the HR office with a copy to the President
b. An updated employment letter with the changes will be sent the employee and HR.

| forms referred to in this policy are |l ocate

Criminal Inv estigation Procedures

A.

Criminal Investigation and Recordsll Positions

Limestone Collegeequires Criminal Background Investigations (CBI) to be performed on all newly
hiredfull-time employees. Individuals who have been absent from the Céileggeriod of 12
months may be subject to an additional CBmployees hired prior to the implementation of the
Criminal Background Investigatigorocedure will be subject to a CBI if thereré&asonable cause.
Adjunct facultywho have not been previsly employed by the College will also undergo a
background investigation.

Upon determining that a position will be filled, Human Resources will determine which type of
criminal background check to perform. The CBI may include a county and/or stateatsewrch,

social security number trace and address verification, sex offender registry, and credit history check
based on the job relevancy. The credit history check will be based on the job description which pre
determines whether money handling igveint. During the advertisement of positions as well as
during the interview process, all applicants will be informed of the Criminal Background Investigation
procedure.

Once the selection process begins, the final candglatél be asked to sign Rdease and
AuthorizationForm(Form I attached) Candidates who refuse to sign the form will be considered
withdrawing from the premployment process and no longer vidves a candidate for the job
opening Failure to disclose a conviction(s) or misregentations will be viewed as falsification of
employment information and may result in disqualification for or a rescission of a job offer. Giving
false or incomplete information is also sufficient cause to disqualify an applicant for employment.

A job offer will be extended to the selected candidate, contingent upon the results of the background
investigation. There is the option to not extend the offer until the results of the background
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investigation have been received. This decision will be maskdb#pon business necessitiythe
results are satisfactory, the job offer will stand. If the results reflect issues of conc@h,dffer
may be rescinded.

In the event that the results of the CBI adversely impact the applicant for employreexgplicant
will be given the opportunity to refute the results.

Convictions revealed in the employment process and any additional convictions which may exist on
the criminal record, will be reviewed by the Vice President of the hiring division ardirénetor of
Human Resources. Upon reviewing this information, there may be cause for disqualification or the
rescinding of a job offer based upon the following:

Length of time since the conviction(s)

Types of circumstances of the offense(s)

Applicants erployment record or subsequent behavior since the offense(s)
Number of convictions

Rehabilitation

Nature of the job and job relatedness of conviction(s)

Location of job assignment

=4 =4 =4 -8 -4 _9_-°

As necessary, legal counseid theCollege President may be contactedadditional guidanceThe
Vice President of the hiring departmevitl only be consultedy Human Resourceghen the results
of a candi dat e’ orinclegde infarmation that ecsildl adersalykaffeet future or

current employment.

An outside agency licensed to perform Criminal Background Investigations will conduct all
investigations. All employee investigations will be initiated through the Human Resources Office.
All results of the investigations will be kept confidential except whennetsessary foconsultation
regarding questionable resultsHuman Resources will retain a copy of the CBI results and
Authorization and Releaseorm in a secured location. After the designated retention period has
expired, thecompanywill take reasonalel measures to dispose of the consumer reports to ensure they
cannot be read or reconstructed, as required for compliance with the Federal Trade Commission.

Limestone College reserves the right to conduct criminal record searches when an employee is
charged with any crime that reflects on his or her suitability for continued employment. Criminal
record searches can also be initiated as a result of an internal administrative investigation.

Other Investigation and RecordSelected Positions

At times, depending on the level, location, or type of positionCtileegemay also investigate any or
all of the following areas:

Sex offender registry, social sedymumber/name, educational verificati@mployment

verification, credit historydriving/motor vehicle records, licenses/credentials, address history, or any
other area pertinent to an applicant's background and job requirements.
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APPENDIX G

LIMESTONE COLLEGE POLICY ON
TITLE IX COMPLIANCE

1. Limestone College Policy on Harassmenb&crimination
2. Role of the Title IX Coordinator and Deputies

3. Role of the Limestone Employee (Duty to Report)

4. Privileged Personnel

5. Training and Communication of Policy

6. Reporting Sexual Misconduct

7. Process for Investigating Reports of Title IX Violations
8. Options for Resolution

9. Hearing andProcedures

10. Appeals Process

11. Non-Retaliation

12. Pregnant and Parenting Students

13. Transgender Students

14. Definitions
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LIMESTONE COLLEGE POLICY ON HARASSMENT AND DISCRIMINATION

Limestone College encourages all memberssofitc o mmuni ty to review t hi
and procedures regarding discrimination and harassment as well as the Lamestwne College
Faculty and Staff Handboolind theGaslight Handbook for StudentsWhile this document is
specific to Title IXr egul at i ons, the Campus Sexual Vi ol enc
Against Women Act ( VAWA) , the College’s polici
consistent with its overall policies on discrimination and harassmbistpolicy apples to all faculty
members, staff, administrators, executive employees, students, venders, contractors, and visitors to
Limestone College, and supplements the provisions ofFdmilty and Staff Handboosénd the
Gaslight Handbook for Studentsito which itis hereby incorporated by referente.addition, the
policy applies to conduct both on and off campus as well as to malicious use of social media if it
affects students or employees.

Limestone College does not discriminate on the basis of race, cdigiprresex,national
origin, age, disability, sexual orientation, gender identity, veteran status, or gefeetization in the
administration of any of its educational programs, admissions policies, scholarship and loan
programs, athletic and other soha@administered programs, including schgpbnsored
extracurricular activities, or in employment. The College complies with state and federal laws
regarding equal opportunity and affirmative action, and it strives to develop a diverse community by
welcomng and recruiting persons who bring a multitude of talents, abilities, and backgrounds to its
community.

Limestone College seeks to maintain an environment for stydengdoyeesand others that
is free from all forms of harassment and insists thateagns associated with the College be treated
with dignity, respect, and courtesy. Pursuant to this policy, any comments or conduct relating to a

p e r srace,sesgenderidentity, religion, disability, age, genetic information, or ethnic background
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tha fails to respect the dignity and feelings of the individisalnacceptablelhis includes harassing

conduct affecting tangible job benefits, interfering unreasonably with an individual's academic or

work performance or environment, or creating what aswoaable person would perceive to be an

intimidating, hostile, or offensive environmentitle IX protects students from sex discrimination in

areas including, but not limited to:

Admission

Access to/enrollment in courses

Access to and use of schdatilities

Counseling and guidance materials, tests and practices
Vocational education

Physical education

Competitive athletics

Graduation requirements

Student rules, regulations and benefits
Treatment as a married and/or pregnant student
Housing

Financial assistance

Employment Assistance

Health services

Schoolsponsored extracurricular activities

Employees are protected from sex discrimination in areas including, but not limited to:

Too oo Too Too Too Too Too To

Recruitment
Compensation

Fringe Benefits
Employmentevaluatiors
Advancement
Assignedduties and shifts
Career advancement
Marital or parental status

Limestone College also prohibits the crimes listed under Yiolence Against Women Act

(VAWA): domesticviolence, dating violence, sexual assault, atadking as defined by current South

Carolina state law VAWA furtheridentifiesviolations regarding national origin and gender identity as

hate crimess designated under federal law

151



It is the policy of Limestone College that no member of the Limestmmmunity—students,
faculty members, administrators, staff, vendors, contractors, visitors or third partessexually harass
any other member of the communityhether on or oftampus Sexual advances, requests for sexual

favors, and other conduef a sexual nature constitute harassment when:

1 Submission to such conduct is made or threatened to be made, either explicitly or implicitly, a
term or condition of an individual's employment or education;

1 Submission to or rejection of such conduct by alimidual is used or threatened to be used as
the basis for academic or employment decisions affecting that individual; or

1 Such conduct has the purpose or effect of substantially interfering with an individual's
academic or professional performance or engatvhat a reasonable person would perceive is

an intimidating, hostile, or offensive employment, educational, or living environment.

TITLE IX & VAWA STATEMENT
Title IX of the Education Amendments of 1972 protects students, employees and others from
discimination based on sex in education programs and activities operated by recipients of Federal
financial assistance. Title IX stafgsNo per son in the United States
excluded from participation in, be denied the benefits mheosubjected to discrimination under any
program or activity receiving Feder al financi al
Sexual harassment, which includes acts of sexual violence, is a form of sex discrimination
prohibited by Title IX. Actions that constitutsexual vidence inclue rape,sexual assault, sexual
battery, and sexual coercioh.is the policy of Limestone College to comply with Title IX in all
programs and activities, including the prohibitions against sexual harassment, sexual violence, and

discriminationon the basis of sex, as well as the prohibitagainst retaliation for any person
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asserting claims under Title IX. Similarly, it is the policy of Limestone College to comply with the
regulations and requirements of the Campus SaVE Act and the VioleagesAg/omen Act.

In accordance with Title IX regulations, Limestone College has designated the Associate Vice
President for Academic Affairs as the Title IX Coordinator and the Vice President for Student
Services as the GGoordinator. Individuals with agstions or concerns about Title IX, and/or who
wish to file a complaint under Title IX, may contact the Title IX Coordinator, the Title IX Co
Coordinator, or any Deputy Coordinator as follows:

Title IX Coordinator

Dr. Mark Reger

Associate Vice Presidefdr Academic Affairs
1115 College Drive

Cooper West 104A

Gaffney, SC 29340

P. 8648389913 (P)
mreger@limestone.edu

Title IX Co-Coordinator

Robert Overton

Vice President for Student Services
1115 College Drive

Dixie 201

Gaffney, SC 29340

P. 8644884543 (P)
roverton@Ilimestone.edu

The Deputy Title IX Coordinators may be contacted as follows:

Deputy Title IX Coordinator

Jessica Goins/Director of Student Services
1115 College Drive

Dixie Lodge 203

P. 8644884590

jgoins@limestone.edu
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Brenda Watkins/Director of Human Resources
1115 College Drive

Cooper East 310

P. 8644884473

bwatkins@limestone.edu

Ellen Moore/English Preceptor
1115 College Drive

Fort D3

P. 8644884459
emoore@limestone.edu

Dr. Justin Bailey/Associate Professor of Psychology
1115 College Drive

Cooper East 303

P. 8644888269

jbailey@limestone @gu

Bobby Greer/Director of Financial Aid
1115 College Drive

Cooper West 215

P. 8644888251
bareer@limestone.edu

Susan BaxteFerguson/Learning Specialist, Accessibility and PALS
1115 College Drive

Fort D 201

P. 8644888377

sbaxter@Ilimestone.edu

Dr. Karl Trybus/Assistant Professor of History
1115 College Drive

Winnie Davis 410

P. 8644884378

ktrybus@limestone.edu

AdamRanns/Assistant Athletics Director
Sports Health/Head Athletic Trainer
1115 College Drive

Walt Griffin PE Center

P. 8644888361

aranns@limestone.edu
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Colleen Cannon/AssistaAthletics Director forCompliance
Senior Women’'s Administrator
1115 College Drive

Limestone Center 1

P. 8644884457

ccannon@limestone.edu

For further information, visit http://wdcrobcolpOl.ed.gov/CFAPPS/OCR/contactus.cfm for the
address and phone number of the 0-80042t381t hat ser v
Should the position of the Associate Vice President be vacant for any reason, the Executive Vice
President or a designee will serve as the interim Title IX Coatoin nt i | t h eposhianssoc i at e
filled.

Any person having a complaint against a Limestone College student, faculty member, staff
member, administrator, visitor, contractor or vendor based on sexual harassment, sex discrimination,
or sexual assaukhould contact the Title IX Coordinator, Title IX @pordinator, or one of the
designated Deputy Coordinators. To file a complaint of sexual assault or harassment, contact one of
the Title IX Coordinators or Deputy Coordinators listed above, or, contact:

Office of Public Safety, Limestone College

1115 College Drive

Telephone number (Emergencyg344

Telephone number (Neamergency) 8240
I n cases of emergency, Li mestone students or €
Public Safety or ca®11.

Limestone College recognizes that its obligations under the Clery Act and Title IX overlap in
some areas. The College seeks to comply with its obligations under each.
The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statis{iCtery

Act) requires institutions of higher education to comply with certain campus safedysecurity

related requirements as a conditafrtheir participation in theifle IV, HEA programslin particular

VAWA amended the Clery Act to require titations to compile statistics for incidents of dating
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violence, domestic violence, sexual assault, and stalking and to include certain policies, procedures,
and programs pertaining to these incidents in their annual security ré&peatsfically, VAWA
1 Requires institutions to provide to incoming students and new employees and describe in their
annual security reports primary prevention and awareness programs. These programs must
include: a statement that the institution prohibits the crimes of datinene, domestic

violence, sexual assault, and stalking, the definitions of these terms in the applicable

jurisdiction;t he definition of consent, i n refere
jurisdiction; a description of safe and positive optidas bystander intervention; information
on risk reduction and information on the institution's policies and procedures after a sex
offense occurs;

1 Requires institutions to provide, and describe in their annual security reports, ongoing
prevention and amreness campaigns for students and employees. These campaigns must
include the same information as the institution's primary prevention and awareness program;

19 Defines the terms “awareness progr ams, bys

awareness campaigns, pri mary prevention pr
1 Requiresinstitutions to describe each type of disciplinary proceeding used by the institution;
the steps, anticipated timelines, and decismaking process for each type of disciplinary
proceeding; how to file a disciplinary complaint; and how the institutidarchénes which
type of proceeding to use based on the circumstances of an allegation of dating violence,
domestic violence, sexual assault, or stalking;
1 Requires institutions to list all of the possible sanctions that the institution may impose

following the results of any institutional disciplinary proceedings for an allegation of dating

violence, domestic violence, sexual assault, or stalking;
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1 Requiresinstitutions to describe the range of protective measures that the institution may offer
following anallegation of dating violence, domestic violence, sexual assault, or stalking;
1 Requires institutions to provide for a prompt, fair, and impartial disciplinary proceeding in
which: (1) officials are appropriately trained and do not have a conflict oestter bias for
or against the accuser or the accused; (2) the accuser and the accused have equal opportunities
to have others present, including an advisor of their choice; (3) the accuser and the accused
receive simultaneous notification, in writing, the result of the proceeding and any available
appeal procedures; (4) the proceeding is completed in a reasonably prompt timeframe; (5) the
accuser and accused are given timely notice of meetings at which one or the other or both may
be present; and (6) ¢haccuser, the accused, and appropriate officials are given timely and
equal access to information that will be used during informal and formal disciplinary meetings
and hearings;
1 Definethet er ms “proceeding” and “result.
The Title IX Coordinator anche Committee for Title IX Compliance work with various College
offices, including, but not limited to, the Office of Human Resources, Campus Security, Student
Services, Athletics, and Academic Affairs, to ensure that the College meets its Title IX and VAWA

obligations and requirements.

2. ROLES OF THE TITLE | X COORDINATOR AND DE PUTIES

A. Title IX Coordinator Duties

The Title IX Coordinator oversees college policy in relation to Titl@ahd VAWA; monitors
print, online and hard copyublication and @semination of Title IX policy and nediscrimination
statementsimplementation of grievance procedurpsovides educational materials and training for

the campus community; receives notice of complaints; conducts and/or coordinates investigations of
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complaints received pursuant to Title /MAWA; ensures an equitable, thorough, prompt, and
confidential process for all parties; maintains records and reports on all actiglagésd to Title
IX/IVAWA; and monitors all/l ot h eX and\SAWA commgianceffhet h e
Title IX Coordinator may delegate data collection, training, monitoring, education, or investigation of
a complaint or grievance to the @mwordinator or one or more Deputy Title IX Coordinators.

The Office of the Title IX Coalinator reports directly to the Executive Vice Presiderdis

responsible for maintaining records relating to discrimination or sexual misconduct reports,

investigations, and resolutions. Records shall be maintained in accordance with College records

pdicies, generally six years from the date the complaint is resolved. In cases where the parties have a

continuing affiliation with the College, records may be maintained for a longer period of time at the
discretion of the Title IX Coordinator. All recorgertaining to threatened or pending litigation or a

request for records shall be maintained in accordance with instructions from College legal counsel.

B. Duties and Responsibilities oDeputy Title IX Coordinators

Under the direction of the Title IXCoordinator or Co-Coordinatoy Deputy Title IX
Coordinators are responsible foitle IX and VAWA compliance including training, education,
communication, investigations and assisting the Title IX Coordinamolr CeCoordinatorin the
resolution of complaits in accordance with Limestone Colleg@€exual Harassment Policstudent
and employee disciplinary policies, Title IX policy, and the Faculty and Staff Handbbeguty
Title IX Coordinators will:

1 Provide educational and awareness of TIlVAWA issues and the role of the

Cc

recipient/institution’s Title | X resources;

1 Develop partnerships within decisiomaking bodies of the College to promote regular
interaction with key officials;
1 Engage in partnership activities with college administrd@adership; and
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1 Partner with campus and local officials regarding safety for members of the College

community.

3. ROLE OF THE LIMESTON E EMPLOYEE (DUTY TO REPORT)
A. Mandatory Reporters
Title IX and Clery Act mandatory reporters include any employeeshaklie the authority to
take action to redress the harassment, who have the duty to report to appropriatefficrais|
sexual harassment or any other misconduct by students or employees, or an inditioinabh
student could reasonably believe has #uighority or responsibilityincluding butnot limited to:
e Vice President s, Deans, Department Chairs,
e Assistant or Asasdbeansat e Vi ce President s,
e Any empl oyee i n a s upreamyVacutyanremberespongibk foa g e me n
supervising activities or programs thmiclude direct contact with students outsithe
classroomincluding faculty advisorso recognized student organizatipaad
* P oofficgersamd contracted security personnel
B. Reporting Obligations
As to Title IX or VAWA, whenany employee of Limestone Colleggtnesses obecoms
aware of an alleged act of sexual harassment, sasgallt, or gender discriminatidhe employee
is required to report this information to the Title IX Cooator, Co-Coordinatoror to one of the
Deputy Coordinators within twerdpur (24) hours. In addition, while complainants and respondents
may share as much or as little information as they are comfortable disclosing to the Limestone
employee, the employes required to report all information received from the complainant, the
respondent, or a third party to the Title IX Coordinator or the Deputy Coordinators.
Employees are required to keep confidential all information learned from a victim or a third
party. Such information is not to be shared withvearkers, students, or supervisors.
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4, CONFIDENTIALITY AND PRIVILEGED PERSONNEL

Sexual harassment and sexual misconduct are sensitive issues that may potentially affect any
member of the College community. tAbugh the College cannot ensure confidentiality, its personnel
will make reasonable efforts to maintain the confidentiality of the parties involved in an allegation.
Decisions to release information will be made by the Title IX Coordinator on atok@dw basis
and include consideration for the College’ s |e
all egations are brought to the College’s attent

Once a complaint has been resolved, the College will take reasonable measua@gdm
the record as confidential. All records will be housed in a locked, niggaproof cabinet in the
offices of the Title IX Coordinator. Furthermore, the Collegk take reasonable stepspmtect the
privacy of all individuals involved in a report of sexual misconduct to the extent allowed by state and
federal law and college policy.

Confidential Resources

Students and employeesaypreferto discuss their situations in a private environment or seek
information abouta sexual harassment or sexual misconduct issue without making a formal
complaint if so, theyhave a number of options. When seeking advice and support, students or
employeesisould always inquire about any limitations to confidentiality. At the following offices on
campus, students or employees may speak to individuals who are obligated to keep communications
confidential within the regulations of Title IX. Generally, a studentemployee may seek
confidential services from the following:

i1 Limestone College Counseling Servicesom 110, East Cooper Hall of the Main

Administration Building, (864) 48828Q during off hours (864) 761030

1 Limestone College Student Services, €g# Nurse, Dixie Lodge 105 extension 8348;
during off hours dial (8643094787
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1 Limestone College Chaplain, Room 304, Dixie Lodge, campus extension 8274; off
campus extension (864) 48274; during offhours dial (864) 49@735

5. TRAINING AND COMMUNICAT ION OF POLICY
A. Training
The Title IX Coordinator and GGoordinator, in conjunction with the Deputy Coordinators
and the Committee on Title IX Compliance, are responsible for the education of Limestone students
and employees regarding Title IX, thel@pus SaVE Act, the Violence Ac
related College policies and procedurdssh e Col | ege’ s pr eventpranote progr
positive and healthy behaviors that foster healthy, mutwaipectful relationships and sexuality,
erncourage safe bystander intervention tactics, and seek to change behavior and social norms in
healthy and safe directionBthe Col |l ege’ s Title | X education a
prevention requirements of the SaVE Act and Violence Against Wakee and include, but are not
limited to:
1 Preparing and disseminating educational materials, including brochures, posters,-and web
based materials that inform members of the campus community of TIYAWXA rights
and responsibilities to the campus community;
1 Preparing and disseminating training materials;
1 Coordinating training fomew student and continuinggudents about their rights under
Title IX/VAWA and grievance procedures; and
1 Coordinatingnew emploge and continuingmployee irservice training concerning Title
IX/VAWA policies.
1 Ensuring that training includes the following:statement that the institution prohibits the
crimes of dating violence, domestic violence, sexual assault, and stalkirgfitigons

of these terms in the applicable jurisdictiatnh e def i ni ti on of “consce
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sexual activity, in the applicable jurisdicticmdescription of safe and positive options for
bystander intervention; information on risk reductiand information on the institution's
policies and procedures after a sex offense occurs
The Title IX Coodinator is also responsible fensuring that training is provided to thgle IX Co-
Coordinator, Deputy Coordinators, Hearing Board members, pelsonCounseling Services, the
Nurse’'s Office, and the Chaplain’s Office, camp
this policy as a location or office to which a complainant, witness, respondent or other party may
report sexual harassmemtsexual misconduct.
B. Communication and Reporting
The Title IX Coordinator and GGoordinator, in conjunction with the Deputy Coordinators,
are responsible for reporting on all matters related to Title IX compliance, with the exception of those
mattes related directly to athletic compliance. The Coordinator will
1 Provide ongoing consultation regarding Title IX requirements, grievance issues, and
compliance to the President and Executive \Hoesident
1 Report directly tothe Executive Vice Presidentto assist in resolution of complex
harassment and discrimination cases, with a direct line to the President in situations that
may present a conflict of interest for the Executive Vice President. In conjunctiotheith
Executive Vice President, the Presid t , and the College’s Lega
Coordinator may recommend hiring qualified outside persons to investigate harassment
and discrimination complaints. Academic and administrative units shall cooperate with the
Title IX Coordinator to provid access to information necessary to investigate complaints
and enforce compliance requirements.
1 Assist the Office of Public Safety in preparing annual statistical reports on the incidence

of sexual misconduct. No information that identifies individuald e reported in the
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annual statistical reports. Annual reporting shall be made to the Office of the President
and the Office of the Executive Vice Presidant other bodies as required by the Clery

Act.

6. REPORTING SEXUAL HARASSMENT OR SEXUAL MISCONDU CT

Persons who experience sexual harassment or sexual misconduct are encouraged to report the
incident(s) as soon as possible after the time of occurrence(s), preferably within 90 days. Reports can
be made directly to the Title IX Coordinatdhe CceCoominator, the Deputy Coordinators, or
personnel in the Counseling Service, Nurse's Of
any other College employee, that person is obligated to report the matter to the Title IX Coordinator
or one of the Bputy Coordinators within twentipur (24) hours.Persons with knowledge of
instances of sexual harassment or sexual misconduct involving eifeerequired to report this
information to the Office of the Title IX Coordinator within twesftur (24) hoursf receiving the

information.

Employees receiving complaints should first ensure that the complainant is safensenct
emergency personnel should the complainant need medical or other immediate assistance. Campus
safety, the College nurse, College wselors, area support centers suclsale Homes Rape Crisis
Coalition, or 911 should be used to guarantee the safety and health of the complainant before any
other action is taken.

Limestone College encourages complainants to pursue criminal action through the Public
Safety Office or local police for alleged behavior that may also be a crime under state orldaderal
Through the Public Safety Office, the College will assist a ¢aimgnt in making a criminal report

and will cooperate with local law enforcement agencies if the compladentes to pursue a
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criminal process. Pursuit of a complaint through the criminal processnshaltevent the College
from pursuing the mattexccording to its own policies and procedures.

False accusation/testimanyhe College takes the validity of information very seriously. A
goodfaith complaint that results in a finding of not responsible is not a false or fabricated accusation
of sexual misconduct. However, a fabricated accusation of sexual misconduct or knowingly
providing false information during the course of an investigation is an especially serious violation of
the Coll ege’s Harassment Pol i cybesubjacttodiseplimayns f o
action, up to and including expulsion or terminatioAny student found to have made a false
accusation or given false testimony will be reported to the Office of Student Services for disciplinary
action. Employees will be reped to the appropriate Vice President for their area of employment
with the college for disciplinary action. The student or employee so found will have the right of

appeal under the appeals process outlined in Section 10 below.

7. PROCESS FORINVESTIGATING REPORTS OF TITLE IX VIOLATIONS

Limestone College is committed to providing the College community with a safe place to live,
learn, and work. Consistent with thtdmmitment, the College will investigate all allegations of
sexual harassment @rsexual misconduct promptly, equitably, thoroughly, and impartially. Any
individual may bring an allegation of sexual misconduct and trigger an investigation of sexual
misconduct.Some conduct magonstitute both sexual harassment undéle IX/VAWA and
criminal activity. The Title IX Coordinator, Cd&oordinator, or Deputy Coordinators will
immediately notify the complainant of his or her rightgcluding notificationthat he/she has the
right to file a criminal complaint or police report eitherdurmg af t er t he school s
investigation.

The College's responsibility to investigate allegations of sexual misconduct is indepeindent
the criminal justice processlhe Title IX Coordinator will appoint at least two investigators for each
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case. In eachcase, an investigation will proceed to the point whereasonable assessment of the
safety of the individual and of the campus community can be made. The Coordmatorsultation

with the CeCoordinator and investigatorwill determineissues regarding the safety of individuals
involved as well as the safety of the campus. Should there be deemed to be a threat to either
individuals or the campus community, the Coordinatoconsultation with the G€oordinator and
investigatorsas wdl as with other relevant personngértinent tothe casewill make appropriate
recommendations for action, including but not limited to, informing the Campus Safety, G@tfce

Office of Human Resourcesnd the Crisis Response Team. Thereafter, thestigation may
continue depending on a variety of fact@sch as the request of the complainant and the risk to the
individual or campus community.

In investigating allegations of sexual misconduct, the College will collect information
relevant to the mort, including, but not limited to, statements by the complainant(s) and the
respondent(s), statements of witnesses, records and other documents, social media, and other
evidence. The complainant and the respondent will be advised regarding the natuttee of
investigative process and the rights they have and the choices they have before the invetsigfation
begins.

Questioning about the complainant’s sexual
perpetrator is not permitted. In addition, the theit there is or was a current or previous consensual
dating or sexual relationship between the two parties does not itself imply consent or preclude
findings regarding sexual violence. Medical and counseling records are privileged and confidential
documaets, which students are not required to disclose. The College will also consider the effects of
off-campus conduct when evaluating a hostile environment on campus. first step of an
investigation will usually be a preliminary interview by the Title @oordinatos or one or more of

the Deputy Coordinators with the complainant.
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If a complainant does not wish to pursue a complaint, the College will use the information
gathered to evaluate, and, as necessary, provide for the safety of the College ¢tpmnitei
College will, however, maintain records in confidence and use information for tracking patterns of
behavior by individuals involved.

Should the complainant wish to pursue the complaint, the respondent will be notified of the
investigation and # charge(s) being made and provided an opportunity to respond. Limestone will
be sensitive to the feelings and situation of the complgs)artd/or reporter(s) of sexual harassment
or sexual violencas well as those of the respondent{sbnetheless, the College has a compelling
interest to address all allegations of sexual harassonesaixual violencérought to its attentionAs
a result, Limestone reserves the right to take apprepaietion insuch circumstances and will take
the steps necessary to eliminate a hostile work or study environmant, in cases when the
compainant chooses not to proceed.

The Title IX Coordinator Co-Coordinator,or Deputy Coordinatorshall have authority to
takereasonable and prudent interim measures to protect parties and witnesses during the investigation
and during informal or formal procedures to resolve the complai. complainant may request
such measures at any time during the investigation, heariragppeals processdsollowing receipt
of a report of sexual misconduct where that misconduct poses an ongoing risk of harm to the safety or
well-being of an individual or members of the cammaesnmunity, the Title 1X Coordinator in
consultation with the &Coordinator and thewvestigatorsas well as with other relevant personnel
depending upon the casenay implement protective measures pending completion of the

investigation andresolution of the complaint. Theseay include, but are not limited to, ¢h

following:
a. A voluntary NeContact Agreement between the complainant and respondent;
b. Imposition of a NeContact Ordeand/or No Trespass warning
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Interim Separationf¢r employees During Interim Separation, an employee may
continue his/her employment as outlined in the Interim Separation letter. When
Interim Separation is imposed, the College will make reasonable efforts to complete
the investigation as rapidly as possible. apropriate, an employee may be placed

on paid, administrative leave during the pendency of an investigation and/or until the
hearing process is completed. Placement on administrative leave shall not constitute a
finding or determination of guilt or cudbility;

Interim Suspensiorfdr students During Interim Suspension, a student may continue
his/her coursework as outlined in the Interim Suspension letter. When Interim
Suspension is imposed, the College will make reasonable efforts to complete the
investigation as rapidly as possibéeid
Restriction of a student’ s, empl oyee’ s,

facilities or activities.

Pending resolution of the investigation, the student, employee, or organization may be denied access

to the campur to campus activities While a complaint is under investigation, tAdle IX

Coordinator or his/her designee may also implement interim support measures, including but not

limited to the following:

f.

Providing an escort to ensure that thenptainant can move safely between classes
and activities;

Ensuring that the complainant and respondent do not attend the same ofasses
participate in the same athletic or organized estnaicular activities (e.g. band,
choir, cheer, etc.)

Moving the @mplainant or alleged perpetrator to a differ@ullege residenceor

providing temporary housing for a student living-cmpus
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I. Providing counseling services;

J- Providing medical services;

k. Providing academic support services, such as tutoring;

l. Arranging br the complainant to ke a course or withdraw from a class without
penal ty, Il ncluding ensuring that any chan
academic record; and

m. Reviewing any disciplinary actions taken against the complainant to selsewtiedre
is a causal connectidbetween the harassmentoisconduct that may have resulted in
the complainant being disciplined.

The Title IX Coordinatas or Deputy Coordinatorsiay also implement support measures for
the respondent, including counselsgyvicesAll such measures as those outlined above will attempt
to ensure the fair and equitable treatment of both the complainant and the respoRdéuate to
comply with the terms of interim protective measures may be considerguagtseviolationof
thepolicy.

Any participant in an investigation who has a complaint regarding the conduct of an
investigator or who believes an investigator has a conflict of interest should contact the Title IX
Coordinator or the Executive Vice Presidegither ofwhom will take appropriate action to address
the issue in a prompt and equitable manner.

Both the complainant and the respondent may ask a support peradwisorto accompany
him or her toany complaintrelated meetingsinterviews, and proceedings, @uding hearing
proceedingsand appealsThis support person may be a friend, mentor, family member, attorney, or
any other person the party chooses. Complainants and respondents may have only one advisor each.
Witnesses are not allowed an advisbine sipport person cannot be a potential witness in the case

nor can he or she be the Title IX Coordinator; Gmordinator, nor any of the Deputy Coordinators;
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no college employee who has a role in the investigation or hearing procedures may serve as an
advisa. In cases involving multiple complainants or respondents, the support person cannot be
another respondent or complainamt witness The advisor may not address directly campus
officials, any parties in the case other than his or her advisee, noss@amm a meeting, interview,
hearing procedures, or appeals process.

The advisor is present only to guide his or her advisee, not to represent nor speak for the
advisee. The advisor may not participate in any meetings or hearings without his/her advisee. The
support person may confer quietly with his or her advisee assa@geas long as they do not disrupt
the process. Should a longer discussion be needed, the complainant or respondent may request from
the presiding college official a short break for a private conversation. Any support person who fails to
follow these guielines, in the view of the presiding official, in any meeting, interview, hearing, or
appeal will receive one warning from the college official presiding and will be asked to leave should
there be a second occurrence or a continuation of the disrupSubsequently, the Title IX
Coordinators or a Deputy Coordinator will determine if the support person may be reinstated. Should
the support person not be reinstated, the complainant or respondent may select a different advisor.
The complainant or responatewill have 24 hours to complete the selection process at which point
the investigation or hearing will continue. Support persons are expéctadaintain the
confidentiality of the procesand records of the case

Investigations are carried out byetfTitle IX Coordinatos and/or the Deputy Coordinators
and result in a finding based on a preponderance of the evidEneeTitle IX Coordimators or
Deputy Coordinators may, at their discretion, obtain the assistance of other campus personnel during
an investigation, including but not limited to, college counselors, academic personnel, auditors,

business officers, faculty members, campus law enforcement, and Legal Counsel.
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Generally, an investigation will result in a written report to the Title IX Coattdirs that, at a
minimum, includes a statement of the allegations, a summary of the information considered, findings
of fact, and a determination by the investigators as to whether College policy has been violated.
Investigators will also collect signethtements from the complainant, respondent, and witnesses for
the final report. After the conclusion of the case, all records, including results of the Hearing Board
and Appeals, will be filed as noted in the section above. Any other records (e.g.itiandvates
from investigators) will be shredded.
For allegations of harassment or sexual misconduct, there ar@jfqassible findings:
a. Substantiatedit is more likely than not that the allegation is true.
b. Unsubstantiated: It is not possible tadetermine whether the allegation is true or
untrue. There is insufficient evidence to prove or disprove that the allegation is true.
C. Unf ounded ( “IG®mode likelg than Imdt that the allegation, while made
in good faith, is untrue. A findindhait the allegations are unfounded does not indicate
that the complaint was improper or knowingly false; rather, it is an indication that the
investigation did notind sufficient facts upon which to base a finding of culpability or
responsibility.
d. Unfoundel ( “ Bad Faith”): 't is more than | i ke
Il n addition, it is more |ikely than not t
is, as stated in Section 6 above, a fabricated accusation of sexual misconduct or
knowingly provided false information during an investigation. Knowingly providing
false information during a College investigation is an especially serious violation of
the College’s Har assment Policy and stu
Persons fand to haveengaged irsuchactivity may face disciplinary action, including

expulsion or termination.
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At the conclusion of the investigation or hearing, the complainant and the respondent will be notified
at the same time in writing by the Title IX Cadamator of the outcome, as appropriate, pending
options for resolution. At the same time, the Title IX Coordinator will report the outcome to College

offices as appropriate (e.g., Campus Safety, Housing, Athletics, etc.).

8. OPTIONS FOR RESOLUTION

Whenan all eged violation of the Harassment
based on several factors, including the severity of the conduct and any prior policy violations by the
respondent. Options for resolution are as follows:

A. Informal Resolution Limestone College encourages informal resolution options
when both parties agree in writing to an informal resolution and desire to resolve the situation
cooperatively and informally or when the behavior alleged does not rise to the levelatibwi of
College policy as determined by the Title IX Coordinator in consultation with thR€ddodinator
and deputies investigating the case, but nonetheless is adversely affectimgpritpdace or
educational environmeninformal resolution may inchle an inquiry into the facts, but typically
does not rise to the level of an investigatibhe complainant must be notified of the right to end the
informal process aany timeor to begin the formal stage of the complaint proceSkdiation and
informal resolution shall not be used cases involvingallegations ofrape orsexual assaulbr to
resolverape orsexual assauttomplaints.

Informal resolutions often have sanctions worked out by the parties who, then, hold
themselves accountablénformal resolution includes but is not limited to options such as separation
of the parties, referral of one or both of the parties to counseling, mediation, or targeted educational
and training programs. Situations that are resolved through informal resolutasuatly subject to
follow-up after a period of time to assure that resolution has been implemented effectively. Steps
taken by the Office of the Title IX Coordinator to help the parties achieve informal resolution will be
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documente@nd the records masahed in accordance with the college's document retention policies.
Appeals are typically not made in informal resolutions. Should the parties disagree about findings or
sanctions, the case should move from an informal to a formal resolution.

B. Formal Resolution Reports of harassment or sexual misconduct may require a
formal investigation as determined by the Title IX Coordinator in consultation with the Co
Coordinator and the deputies investigating the c&s®mal resolutions involve cases where two
more parties are in disagreement about responsibility or sanction, or cases that involve severe
violations such as rape or sexual assault. A special subcategory of formal resolutions involve cases
where the complainant(s) may not wish to pursue theptaint for any reason. The College reserves
the right to bring the case against the respond
a threat to the campus community. The Coordinator will consult with investigators and relevant
parties,including by not limited to the following: campus security, counselors, campus ministry, and
the Crisis Response Team.

Persons found to have violated policy will be subject to disciplinary action up to and
including termination of employment or separati¢@xpulsion) from the College. Student
organizations found to have violated policy will be subject to discipline up to and including being
banned from campus.

Resolutions may also include, but are not limited to, options susépasation of the parties
referral of the parties to counseling programs, or targeted educational and training programs.
addition, the College may recommend steps to address the effects of the conduct on victims and
others, including academic support resources, housingagssichange in work situation, leave of
absence, training, or other services.

All investigations shall be conducted as expeditiously as possible, and the College will strive

to complete them within (30) working days after the Office of the Title IX Goatdr's receipt of
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the complaint.Upon conclusion of the investigation, the Title IX Coordinator andC@ordinator in
consultation with the investigators and other relevant parties (e.g. Human Resources, the Counseling
Office, etc.) will determindasedon sufficiency of evidence whether or not a case may be concluded
with or without a hearing. In cases where the respondent accepts responsibility for the action, that is,
admits to performing the violation(s) he/she has been charged with, the caset wdl to a hearing
but proceed to final disposition. The disciplinary sanction for students will be determined by the
investigators in consultation with the Vice President for Student Services and/or the Chair of the
Judicial Hearing Board. In the casé employees, the sanction will be determined by the Vice
President for the area concerned.

A complainant or a respondent may always request a hearing. In such cases, a hearing will
always be scheduled.

The Title IX Coordinator will provide findings ohe investigation to the complainant and the
respondent at the same time as well as to the Chair of the Administrative Hearing Board or the

Executive Vice President, in cases where an administrative hearing is held.

9. Hearings and Procedures

When a studdnor employee alleges sexual misconduct by another student or employee or
third party,thecomplainant and the respondent will be entitled to prompt resolution of the complaint,
confidentiality to the extent allowed by the circumstances, the right to nprestesses and
evidence, the right to notice of the decision and any sanctions imposed, amghth® appeal.
Character witnesses are not permitted. The hearing will be an administrative hearing before an
administrative body that includes the Chairtbé Judicial Board, who will serve as the Hearing
Coordinator. In addition to the Judicial Board Chair, administrative hearing boards will consist of

two faculty or staff members of the Judicial Board selected by the Chair. In case the Chair of the
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Judcial Board is unavailable, the Chair will select one of the faculty or staff Judicial Board members
to serve as Hearing Coordinator.

Administrative hearings will be scheduled at the earliest opportunity. While scheduling, the
Title IX officers will try to observe the convenience of all parties; however, the College reserves the
right to set the schedule as needed. All hearings will either be recordedrdnyseriptionist or
taped.Both the complainant and the respondent will be afforded the opportartiigve an advisor
present. The advisor cannot qu&s witnesses or speak on tharfes' behalf. The advisor is
intended as a support person and may not interrupt the procegg@iag$ull details regarding the
role of the advisor, see Section 7 ab9Wny party bringing an advisor to a proceeding must notify
the Office of the Title IX Coordinator in writing at leasto business days prior to the scheduled
proceeding.

A student oremployee who is unable to attend a scheduled hearing due t® ibnegher
emergency must notify the Hearing Coordinator at least 24 hours in advance of the scheduled
hearing.The Hearing Coordinator will determine if the excuse is valide student or themployee
may appeal the decision of the Hearing Coordinatohé Executive Vice President.

At the hearing, the Hearing Coordinator will introduce the members of the hearing board, the
complainant(s), and the respondent(§hen the Chair introduces the cas®l the charges are read
into the record. The respondewill then have the opportunity to enter a plea on the charges brought
against him/her.The respondent has the right to remain silent without any assumptions being made
about responsibility.If the respondent remains silent, the Hearing Coordinatdr wile nt e r a “
responsible” plea into the record

I f the resprespodsblipt pheadsmini strative Heari ng
consideration of sanctions. Both the respondent and the complainant will be given an opportunity to

present migating, aggravating or extenuating circumstances related to the incident underlying the
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disciplinary charge. The Administrative Hearing Board will be given the opportunity to ask
guestions pertinent to the issue of sanctions of the complainant, withasdethe respondent, as

well as to consider any reports, memoranda, medical records, or other documents provided by the
Office of the Title IX Coordinator, theomplainant, the respondeit; a witness. The Board will

also be able to question the Titk¥ Investigatorsprivately orin cameraprior to the hearing for
clarification regarding the documents presented. The Administrative Hézoarg will then meet in

private to determine the sanction to be imposed.

| f t he r es pmotmapmsible ’pl elads A@mi ni strative Hear
testimony, documents and other information determined within the discretion of the Board to be
pertinent anctredible. Questi oni ng about the complainant’ s s
the alleged perpetrator is not permitted. In addition, the fact that a current or previous consensual
dating or sexual relationship between the two parties existed does not itself imply consent or preclude
findings regarding sexual violence. Medical andrseling records are privileged and confidential
documents that students or employees are not required to disclose.

The complainant and respondent will each be provided an opportunity to present witness
testimonyand other evidenceThe complainant and the respondent are prohibited from personally
crossexamining each other.Members of the Board may ask questions of the complainant, any
witnesses, and the respondelitthe complainant or respondent wishes to question a witnessgduri
the hearing, the question must be submitted in writing to the HeBdagd. Written questions may
be submitted either prior to, or during, the hearing. The Board shall have sole discretion to decide
whether to ask a question of the respondent, cangrg or witness. The respondent, the
complainant, and witnesses have the right to decline to respond to specific questions.

Both the respondent and the complainant shall have the right to be present duantir¢he

hearing. The complainant may alsdeet to provide his/her statement from a private area via
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communication media. In such cases, the complainant may have only his/her advisor present. The
Hearing Board may require the presence also of a campus security officer.

Should eithethe complanant nor respondeiie present and no excuse provided prior to the
hearing as stipulated above, the hearing may go forward i ¢aeingCoordinator in consultatio
with the Title IX Co-Coordinatoy Hearing Board memberand case investigators deemedehis
sufficient evidence to proceed and deem it in the best interests of the College. At the conclusion of
the presentatioof proof, the Hearing Board will deliberate in private and render a decision regarding
the violation of policychargedbased on greponderance of the evidence presentddither the
complainant notthe respondenhor any witnesses or advisamsay be present during the Hearing
Board’'s deliberations.

If the respondenis found responsiblethe Board may designate appropriate protect
measures and disciphry sanctions will be assigneth fashioning an appropriate sanction, the
Hearing Board may consider all relevant factors, including, but not limited to, the nature and severity
of the misconduct and the prior disciplinary higtoof the respondent/employee. If the
employee/respondent is found responsible, the Hearing Board in consultation with the vice president
to whom the employee reports will set the sanction. The respondent and the complainbat will
notified by the Title X Coordinatorat the same timand in writing of the outcomef the proceeding;
appeal procedures; any change to the result before it becomes final; and when the result becomes
final. A record of the hearing outcome and sanction(s) imposed will be placedtihe e mpl oye

human resources file

B. Preventive Measures and Sanctions

Upon a finding of culpability, in addition to sanctions, the Administrative Hearing Board may
direct the respondent to stay away from the complainanestust employeeprohihit the respondent
from attending school for a period of time or require that he or she transfer to another class (if
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available) or another residence hattguire the respondent tmdergo training or counselinggefer
the respondent to the appropriate &/iPresidentor disciplinary action, which may include the
initiation of termination proceedingszfer the responag, if a faculty member, to the Vice President
for Academic Affairs for initiation of termination proceedings;other disciplinary, protéwe and
remedial measures.

Following a final determination of sexual harassment, sexual miscondoet,aequaintance

rape, domestic/dating violencesgmetimesreferred to also asntimate Partner Violence of IPV,
sexual assault or stalking, involving a student or student organization, the College may impose the
following sanctions and protective measures:

a. Restriction.A restri ction upon a student’s or or
time may be imposedhis restriction may include, for example, denial of the right to
represent the College in any wapgrticipation inCollegesponsored travel, denial of
the use of facilities enjoyment ofprivileges, or participation in extracurricular
activities or regiction of organization privileges.

b. Counseling Referral The student is requested to vigie collegecounseling center
for an initial evaluation and followhrough on any prescribed treatment program.

C. A No-Contact and/or No Trespassorder. Directing therespondent to stay away
from the complainant student or employee or requiring that he or she transfer to
another class (if available) or not come within 500 feet (or other approgisaa@ce)
of the complainant while on Campus property, including benogipited from being
on any college owned or leased properties.

In cases of Intimate Partner Violence (IPV) on Limestone College campus, no
contact orders should be custom crafted to suit each individual situation so as to create

no additional danger to ¢hcomplainant. If a noontact order is not issued, the
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complainant must be made aware of the reasons for it not be issued. In IPV cases, no
contact orders may need to be mutual. If the respondent cannot contact the
complainant, it may be necessarytioe complainant to adhere to the same regulation.
Housing Probation. Continued residence in campus or student housing may be
conditioned upon adherence tlus policy as well as institutional housing policies.
Any resident placed on housing probation Wi notifiedin writing of the terms and
length of the probation. Probation may include restrictions upon the activities of the
studentincluding any other appropriate special condition(s).

Permanentremoval from Collegehousing.A resident suspended frohousing may

not reside, visit, or make any us#@atsoever of a housing facility or participate in any
housing activity during the period for which the sancti®nn effect. A suspended
resident shall be required to forfeit housing fees (including anyednpsrtion thereof

and the Housing Deposit). A suspended resident must vacate the housing unit.
Housing suspension shallremaipar t of the student residen
Probation. Continued enroliment of a student or recognition of a stuakgainization

on probation may bdependent upon adherence to the Code of Student Conduct. Any
student or organization placed on probatot be notified of such in writing and will

also be notified of the terms and length of the probation. Probateninclude
restrictions upon the extracurricular activities or any other appropriate special
conditions. Any conduct in violation ofthe code of student conduethile on
probationary status may result in the imposition of a more sewgsplinary

sanction.
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Suspension If a student is suspended, he or she is deprived of student status and is
separated from the College for a stated period of time with conditions of readmission
stated in the notice of suspension. The suspension ahalp e a r on the st
disciplinary record regardless of whether or not such student is successfully
readmitted. If an organization is suspended, for a designated period of time, it cannot
engage in any organizational activities and will not be recognized as a College
organizaton or activity.

Expulsion. Expulsion entails a permanent separation from the institution. The
imposition of this sanction is @ er manent bar to the stud
participation in any student organization or functionhat institution.Any studet or
organization receiving a penalty of expulsion shall be restricted fromatmpus of

Limestone College during the period of expulsion unless on official business with the
Collegeverified in writing by the Executive Vice President

Termination. Termination refers to the immediate discharge of an employee from
his/her position(s) at the College and an ending of all employment with the school.
Terminated employees are informed of their discharge in writing by the Human
Resource Office with other inforation relevant to the discharge regarding such
matters as medical/insurance coverage, vacation time, sick time, etc.

Any alternative sanction deemed necessary and appropriate to address the

misconduct at issue.
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C. Failure to Appear/Waiver
Failure toappear before a hearing body is considered a waiver of the right to a hearing and the

right to appeal. This can be mitigated through evidence of illness or emergency.

D. Notification of Hearing Decision

A decision will, when possible, be rendered witia hours after the conclusion of the
hearing. The respondent and compl ainant wil |l
decision acknowledging receipt of the results of a hearing. The respondent and complainant will also
receive a lettefrom the Title IX Coordinatodetailing the sanction imposeahd protective measures
implementedif applicable.

All final decisions, whether for informal or formal resolutions, shall be communicated
confidenceby the Title IX Coordinator with thoseffwes who have a need to know the resolution
(e.g., Athletics, Counselingjuman Resource®ublic Safety, Student Services, etc.) upon the final

decision, pending the appeal process.

10. APPEAL PROCESS
The complaint(s) and the respondents(s) haxighd to appeal a decision of a hearing board

for any of the following reasons:

1 Irregularity in the proceedings
1 Penalty inconsistent with the nature of the offense
1 Sufficiency of evidence

Disciplinary action resulting from an Administrative Hearingpy bepostponed until the
student or employee has had the opportunity to apipeahses where the respondent is deemed a

threat and/or danger to self, others, and/or property, the President or Executive Vice President may,
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upon finding that a danger existsake thesanction effective immediately, with the right to appeal to
take place after the imposition of the sanction.

Both the complainant and the respondent are entitled to appealfirsitstepof the appeal
process involves the Executive Vice Prestdénwritten appeal must be submitted to the Executive
Vice President within three working days after
The appeal shall include the reasons for the appEa¢. Executive Vice President will notify the
hearing coordinator within three working days of receipt of an appeal. The appeal will be limited to
the record of the hearindgl'he Executive Vice President will review the written app#a¢ record of
the hearing, all exhibits and other evidence sulechitluring the hearing, and render his/her decision
within fifteen working days of receipt of the appeaCopies of theEx ecut i ve Vi ce Pr
decision will be sent to both the complainant and the respondent and to the Title IX Coordinator.

The final stepin the appeal process is to have the appeal heard by the President of the
College. Written requests for this appeal must be submitted to the President within three working
days of the receipt of noti ce o appealstll ifickidethat i v e
reasons for the appeal. The appeal will be limited to the record of the hearing and the decision of the
Executive Vice President. The President will review the case and render Hetigon within ten
working days after receiftf the appeal with copies going to both the complainant and the respondent
and to the Title IX Coordinator.

Failure to submit a written appeal withinreeworking days of a decision by any hearing
body is a waiver of the right to appealVorking days d not include weekends, holidays, or other

times when the College is closed.
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11. NON-RETALIATION
Limestone College prohibits retaliation by any person or group or third party against anyone

for i nquiring about s us p e crégstdringbarcarplaiit pusuaotfoits he C
policies, assisting another in making a complaint, or participating in an investigation under its
policies. Retaliation may be any behavior, attitude, or conduct which is believed to be the result of
filing a comph i nt and adversely affects an individual
hostile, or offensive environment. Others protected by this policy include, but are not limited to:

1 a person who assists someone with a report of sexual harassment;

1 a persorwho participates in any manner in an investigation;

1 aperson involved in the resolution of a sexual harassment report.
A complaint of retaliation will be treated as a separate incident and investigated as such and should
be reported to Title IX Coordinatoor a Title IX Deputy Coordinator so further action can be taken.
Students found to have engaged in retaliation will be reported to the Office of Student Services for
disciplinary action. Employees found to have engaged in retaliation will be reportéue
appropriate Vice President for disciplinary action. Both student and employee will have the right to

appeal according to the regulations outlined in Section 10.

12. PREGNANT AND PARENTI NG STUDENTS

Title IX provides for equal educational opportuest for pregnant and parenting students
including birth or adopting parents. It prohibits educational institutions from discriminating against
students based on pregnancy, childbirth, adoption, emergency care, breastfeeding, false pregnancy,
termination & pregnancy, or recovery from any of these conditions. It also prohibits schools from

applying any rule related to a student’ s par e

differently based on their sex.
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This policy applies to all aspects dfimestone College, its students and employees.
Limestone College will make reasonable accommodations to meet student needs related to pregnancy
and parenting, in particular any conditions that constitute a medical necessity as determined by an
appropriatehealth care provider. Students who may need such accommodations should contact the
Office of Accessibility Services for assistance.

The college allows a pregnant student leave of absence for as long as it is deemed medically
necessary. At the conclusi@f her leave, the student is allowed to resume the academic and
extracurricular status she held when the leave began. Pregnant students may also continue to
participate in classes and extracurricular activities with reasonable adjustments (e.g., l&ger des
el evator access, frequent bat hroom breaks) ma
pregnancy, childbirth, and breastfeeding are excused, and the student is allowed to submit course
work missed due to pregnancy and childbirth without penaltprag as the absences are deemed
medically necessary. Pregnant and parenting students who find that staff or instructors are not
complying with this policy should report the matter to the Office of Academic Affairs or to the Title
IX Coordinator or one athe Deputy Coordinators.

Title IX also protects pregnant and parenting students from harassment because of pregnancy,
pregnancyrelated issues, childbirth, and breastfeeding. A pregnant or parenting student who finds
him or herself the subject of harassmh should report the incident to the Title IX Coordinator or to
any of the Deputy Coordinators. The harassment of pregnant students will be subject to the same
processes of investigation, hearing and appeals as the other forms of sexual harassniieat ilalenti

this document.
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13. Transgender Students
It is the policy of Limestone College to comply with Title IX in all programs and activities,

including the prohibitions against sexual harassment, sexual violence, and discrimination on the basis of
sex,as well as the prohibitioagainst retaliation for any person asserting claims under Title IX.
Limestone College recognizes that, under Title IX, the College has a responsibility to provide a safe and
nondiscriminatory environment for all students, inaghgdthose who are transgender, that is, for those
whose gender identity or expression differs from the sex they were assigned at birth. This includes
students whose self identification or expressio

Harassment that targets a student based on gerpierssion, gendélentity, transgender status, or
gender transition is harassment based onlsaxy such harassment occurs at Limestone College,
whether on the main campus or one of its sites in iSGatolina or in its online environment, the school
will take prompt action, as outlined in its Title IX policy, to investigate each case and to provide an
appropriate remedy. The College will also include education regarding transgender persons, gender
identity, and gender transition as part of its education regarding all aspects of Title IX and VAWA.

1. College Records and Documents, including FERPA

Limestone College seeks to protect the privacy of all its students, including its transgender
students, in a@rdance with FERPA regulations regarding privacy and confidentiality.

1 The College maintains records according to the legal status of a student in terms of name
and gender marker. It will modify (as it does for any Limestone student) its records as a
studen, parent of minor student, or authorized representative provides documentation of
legal changes according to appropriate state processes. Students, parents of minor students
or authorized representatives mans.apply t

1 Atthe time of admission, Limestone College collects information regarding legal name,

preferred prefix of address, preferred name, gender marker, and gender identity. This
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information is kept confidential per FERPA regulations for personally idebli

information. Students have the option to-seé#ntify at any time for updating records with
the Admi ssion’s or Registrar’s Office, ba
Under FERPA, a school must consider the request of an eligible student or parent to amend

information in the student’s record that
inaccurate, misleading, or in violation o
amend records in light of this regulation. In cases where the College does ndtsarcle

records, it will provide the person(s) making the request with the reason(s) for its decision
in writing and will inform the person(s) of their right to a hearing in accord with FERPA
regulations.

The College allows a student to designate a peddirst name to be used on campus

records, including, but not limited to, campus ID cards, course and grade rosters, advisor
lists, directory listings, unofficial transcripts, and team or activity rosters. Legal names

will be used on official transcriptnd graduation documents.

The Coll ege encourages the practice of wus

occasions consistent with the student’'s g
otherwise designated.

In accord with FERPA regulations, thel®ge designates birth name or sex assigned at

birth as personally identifiable information (PII).

I n accord with FERPA regulations, the Col

marker, or gender identity as directory information.
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2. Facilitiesand College Housing

Limestone College offers sesegregated facilities, including but not limited to, student housing,
restrooms, locker rooms, and shower facilities. In accord with Title 1X, the College permits
transgender students who participate invitetis using sessegregated facilities to access the
facility and activity consistent with their gender identity.

1 Housing: The College recognizes and respects the gender identity of each student. Every
attempt will be made to give transgender studeafts fsousing assignments. While the
College will not force any student to reside with another, it will seek to have gender
inclusive housing whenever possible. Campus housing policies on bathrooms and showers
allow students access to the facilities comsistvith their gender identity.

1 Athletics and Intramural Sports: Students participating in athletics or in intramural sports,
as well as those in physical education courses, may participate in accordance with their
gender identity, including the use oftre®ms and locker rooms. Limestone College
Athletics adheres to the NCAA transgender policy as set forth in NCAA bylaws and
regulations.

1 Health and Counseling Services: Limestone will provide in confidence talsalifying
students appropriate medi@and psychological care or access to such care through local

physicians or therapists, including access to hormones for persons going through transition.
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14. DEFINITIONS

Consentis defined as freely and affirmatively communicated willingnesgarticipate in particular

sexual activity or behavior, expressed either by words or clear, unambiguous actions. It is the
responsibility of the person who wants to engage in the sexual activity to insure that he or she has the
consent of the other to eage in the activity. Lack of protest or resistance does not indicate consent,
nor does silence mean consent. Moreover, the existence of a dating relationship between the persons
involved or the fact of a past or current sexual relationship should newedethe basis for an
assumption of consent. Use of alcohol or other drugs is not a defense to a violation of this policy.

Consent must be present throughout the sexual activity; at any time, a participant may communicate
that he or she no longer conseamsontinuing the activity. If there is confusion as to whether anyone

has consented or continues to consent to sexual activity, it is essential that the participants stop the
activity until the confusion can be clearly resolvE&de following persons angnable to give consent:

(1) Persons who are asleep or unconscious;

(2) Persons who are incapacitated due to the influence of drugs, alcohol, or medication;

(3) Persons who are unable to communicate consent due to a mental or physical condition; and
(4) Persons who have not reached the legal age of consent.

The sexual orientation and/or gender identity of individuals engaging in sexual activity is not relevant
to allegations under this policy.

Force is defined as the use of physical violence andfgposing on someone physically to gain
sexual access. Force also includes threats, intimidation (implied threats), and coercion that overcomes
resistance or produces consent.

NOTE: There is no requirement that a person resist an unwanted sexual advaegeest, but
resistance is a clear demonstration of-nonsent. Sexual activity that is forced is by definition-non
consensual, but neconsensual sexual activity is not by definition forced.

Harassmentis defined as any conduct directed toward an idda or group based on one or more

of the following: discrimination based oace, gender, religion, disability, age, genetic information,

or ethnic background Li mestone’s definition extends to c
harassment, seal violence, and gendéased bullying.

Incapacity means inability to make rational, reasonable decisions due to lacking the capacity to give
knowing consentg.g.,t o understand the “who, what, when,
interaction). This paty covers persons whose incapacity results from disability, sleep, involuntary
physical restraint, or due to medication or drugs. Possession, use and/or distribution of any of the
following substances is prohibited, and administering one or more drugsotber student is a
violation of this policy: rohypnol, ketamine, gamma hydroxybutyric acid (GHB), burundanga,
clonazepam, Klonopin, alprazolam, Xanax, tranquilizers, analgesics, and stimulants.

Non-consensual sexual contadhvolves any intentionalexual touching, however slight, with any
object by a person and upon a person that is datieut consent and/or by force, including
fondling.
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Fondling: The touching of the private body parts of another person for the purpose of sexual
gratification, witiout the consent of the victim, including instances where the victim is incapable of
giving consent because of his/her age or because of his/her temporary or permanent mental
incapacity.

Rapei s defined as “penetration, no matter how sl
object, or or al penetration by a sex organ of

[Source: FBI].

Retaliatory harassmentis any adverse employment or education action taken against a person
because of the person’s participation in a <cor
misconduct.

Sexual_assaultis a nonconsensual act involving psychological manipulatiphysical force, or
coercion. It includes a continuum of conduct from forcible rape to nonphysical forms of pressure that
compel an individual or individuals to engage in sexual activity against their will. Examples of sexual
assault under this policy ihae, but are not limited to, the following behaviors when consent is not
present:

(1) sexual intercourse (vaginal or anal) These acts must be committed without the victim's
consent either by force, threat of force or violence, intimidation or throwghgh of the
victim's mental or physical helplessness of which the accused was aware or should have
been aware.

(2)  Oral sex

3) Rape or attempted rape

(4) Penetration of an orifice (anal, vaginal, oral) with the penis, finger, or other object

(5) Unwantd touching of a sexual nature

(6) Use of coercion, manipulation, or force to make someone engage in sexual touching,
including breast, chest and buttocks

(7)  Sexual activity with a person who is unable to provide consent due to the influence of
drugs, &ohol, or other mental or physical condition (e.g., asleep or unconscious).

These acts may be committed without the victim's consent either by force, threat of force or violence,
intimidation or through the use of the victim's mental or physical helpéss of which the accused
was aware or should have been aware.

(Any incident meeting the definition séxual assaults a crime for the purposes of Clery ACT
reporting)

Sexual _coercionis unreasonable pressure for sexual activity. Coercive behaifersdfrom

seductive behavior based on the type of pressure someone uses to get consent from another. When
someone makes it clear that he/she does not want sex, wants to stop, or does not want to go past a
certain point of sexual interaction, continygéssure beyond that point can be coercive.
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Sex_Discrimination can occur when conduct is directed at a speaifdividual or a group of
identifiable individuals that adversely affects the educatioeroployment of the individual or
group because of sex. Behaviors that may constitute dssorimination include, but are not
limited to:

1 Exclusion from educational resources or activities because of one's gender

1 Subjection to jokes or derogatory commertis@t one's gender; or
1 Being held to different standards or requirements on the basis of one's.gender

Sexual exploitationinvolves taking norconsensual sexual advantage of another person. Examples
include, but are not limited to, the following behaviors:

(2) Invasion of sexual privacy, which may include but not limited to: electronically
recording, photographing, or transmitting intimate or sexual utterances, sounds, or
images without the knowledge and consent of all parties involved

(2)  Voyeurism (spyng on others who are in intimate or sexual situations)

3) Distributing intimate or sexual information about another person without that person's
consent

(4) Prostituting another student

5) Knowingly transmitting an STD/STI or HIV to another student

(6) Exposi ng one’-consensual circumbtances n non

Sexual harassments a form of discrimination that includes verbal, written, or physical behavior of a
sexual nature, directed at a person, or against a particular group, because of that peysmrpssor

sex, sexual orientation, or sexual identity, or based on gender stereotypes, when that behavior is
unwelcome.Sexual harassment is a form of sex discrimination that can wtwir there are:

 Unwelcome sexual advances;

1 Request for sexual favors, whether or not accompanied by promises or threats teelating
the employment or academic relationship, or that in any way influenceaugmic
or personnel decision regarding a person's academic standing, emplogwaduation
wages, advancement, assigned duties, shifts or any other condition of employment, career
or academic development;

1 Any verbal or physical conduct of a sexual nature that threatens or implies, either
explicitly or implicitly, that an employee's or studsrgibmission to or rejection séxual
advances will in any way influence any personnel or academic decsgarding his
or her academic standing, employment, evaluation, waadsncement, assigned
duties, shifts or any other condition of employment, caregacatemic development;

1 Any verbal or physical conduct that has the purpose or effect of substantially
interfering with an employee's ability to do his or her job or a siigle@cademic
standing, performance or development;

1 Any verbal or physical conduct that has the purpose or effect of creating an
intimidating, hostile or offensive working or educational environment; and

1 Certain conduct in the workplace or educational mmment, whether physical gerbal,
committed by supervisors, naupervisory personnel, or faculty, includirmyt not
limited to references to an individual's body; use of sexually degrading words
describe an individual, offensive comments; -offlor language or jokes;
innuendoes; and sexually suggestive objects or behavior, books, magazines,
photographs, cartoons or pictures.
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Examples of sexual harassment include:

(1) Pressuring a student or employee to engage in sexual behavior in order to aaceive
educational or employment benefit.

(2) Making a real or perceived threat that rejecting sexual behavior will carry a negative
consequence for the student.

3) Demanding a sexual favor in exchange for employment, academic or any other benefit
(quid pro quo sexual harassment).

4) Conduct has t he pur pose or effect of t |
interfering with an i ndividual s wor k o]
intimidating, hostile, offensive working or educational environmghbstile
environment harassment sexual harassment).

This policy prohibits the following sexually harassing behavior:

1 Harassing behavior has the purpose or effect of substantially interfering with the
student's work or educational performance by creating an intimidating, hostile, or
demeaning environment for employment, education, on andaafpus living, or
participation in a College activity. Examples of this type of sexual harassment can
include:

(2) persistent unwelcomed efforts to developmantic or sexual relationship
(2) unwelcome commentary about an indivatlsl body or sexual activities

3) unwanted sexual attention

(4) repeated and unwelcome sexudallyental teasing, joking, or flirting

(5)  verbal abuse of a sexual nature.

i A hostile environment includes any situation in which there is harassing conduct that
is sufficiently severe, pervasive and objectively offensive sat th alters the
conditions of employment or limits, interferes with or denies educational benefits or
opportunities, from both a subjective (tfF
reasonabl e person’s) viewpoint.

1 Comments or communications could erbal, written, or electronic. Behavior does
not need to be directed at or to a specific student, but rather may be generalized
unwelcomed and unnecessary comments based on sex or gender stereotypes.

1 Determination of whether alleged conduct consti#usexual harassment requires
consideration of all the circumstances, including the context in which the alleged
incidents occurred.

Sexual intimidation involves:

Q) threatening another person sexually
(2)  stalking,

3) cyberstalking

(4) engaging in indecent exposure
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Stalking refers to engaging in a course of conduct directed at a specific person that would cause a
reasonable person to

9 fear for his or her safety or the safety of others; or

1 suffer substantial emotional distress.

(Any inadent meeting the definition of Stalking is a crime for the purposes of Clery ACT reporting

Sexual misconducts a broad term encompassing any unwelcome behavior of a sexual nature that is
committed without consent or by force, intimidation, coercion, or manipulation. The term includes
sexual assault, sexual harassment, sexual exploitation, and sexual intmédatimse behaviors are
described in this section. Sexual misconduct can be committed by men or women, and it can occur
between people of the same sex or different sexes.

Undersexual misconductthis policy also includes the crincategories of domestviolence,dating
violence sexual assaylandstalking in accordance with section 40002(a) of the Violence Against
Women Act of 1994 as followSee also Appendix | for SC legal code definitions)
Domestic violenceefers to anyattern of abusive behiav that is used by an intimate partner to gain or
maintain power and control over the other intimate partner. Domestic violence can be physical, sexual,
emotional, economic, or psychological actions or threats of actions that influence a personcltdes in
any behaviors that intimidate, manipulate, humiliate, isolate, frighten, terrorize, coerce, threaten, blame,
hurt, injure or wound someone. They may be carried out:
1 By a current or former spouse or intimate partner of the victim;
1 By a person withwhom the victim shares a child in common;
1 By a person who is cohabitating with or has cohabitated with the victim as a spouse or intimate
partner;
1 By a person similarly situated to a spouse of the victim under the domestic or family violence laws
of the juisdiction in which the crime of violence occurred;
1 By any other person against an adult or yout
under the domestic or family violence laws of the jurisdiction.

Dating violencerefers to violence committed
1 By a person who is or has been in a social relationship of a romantic or intimate nature with the
victim; and where the existence of such a relationship shall be determined based on a
consideration of the following factors:
1 the length of the relationship;
1 the type of relationship; and
1 the frequency of interaction between the persons involved in the relationship.

(Any incident meeting the definition dbmestic violence or dating violencg a crime for the
purposes of Clery ACT reporting

Medical necessy i s a deter mination made by a health ca
choice.

Pregnancy and pregnancyrelated conditionsinclude but are not limited to pregnancy, childbirth,
false pregnancy, termination of pregnancy, conditions arising mmewmtion with pregnancy, and
recovery from any of these conditions, in accordance with federal law.
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Pregnancy discrimination includes treating a woman affected by pregnancy or a pregmalatgd
condition less favorably than similar individuals not seetiéd, and includes a failure to provide
legally mandated leave or accommodations.

Pregnant student/Birth-parent refers to the student who is or was pregnant. Although the pronoun
“she” and her are used headawd protectiobnk Bpply tp all i c vy
pregnant persons regardless of gender identity or expression.

ADDITIONAL TERMS

Complaint: A description of facts that allege violati
or sexual misconduct. The Title IX Coordinator may request that a complaint be made in writing.

Complainant(s). Student(s) or employee(s) of Limestone College valieges that she or he has

been subjected to sexual miscondudtay be referred to in some coll
third-party complainant is a person who brings a complaint on behalf of another member(s) of the
campus community who has akxly been the subject of sexual misconduct.

Inquiry : A request from a member of the College community for information about the policy or the
procedures for resolving a situation that involves discrimination or sexual miscoduatquiry

may also réer to an informal notification that discrimination or sexual misconduct may have
occurred and/or request for information about where or how to bring a complaint.

Investigation: A fact finding inquiry under the direction of the Title IX Coordinator taémpts to
determine whether behavior in violation of policy prohibiting sexual misconduct occurred, and to
make recommendations for resolution of the harassing conditions.

Respondent(s) Person or persons who are members of the campus community lebgedaf
harassed another person or persons. May be r e
Respondents may be individuals, groups, programs, academic or administrative units, or the
institution.

Witnesses Persons who have information aboue thlleged sexual misconduct that will tend to
prove, disprove, or otherwise illuminate an investigation of a complaint.

Advisor means any individual who provides the accuser or accused support, guidance, or advice.

Proceedingmeans all activities relateéd a noncriminal resolution of an institutional disciplinary
complaint, including, but not limited to, fafihding investigations, formal or informal meetings, and
hearingsProceedingloes not include communications and meetings between officials @mdsvi
concerning accommodations or protective measures to be provided to a victim.

Resultmeans any initial, interim, and final decision by any official or entity authorized to resolve

disciplinary matters within the institution. The result must inclugdesanctions imposed by the
institution.
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Awareness programsmeancommunitywide or audiencepecific programming, initiatives, and
strategies that increase audience knowledge and share information and resources to prevent violence,
promote safety, and reduce perpetration.

Bystander intervention means safe and positieptions that may be carried out by an individual or
individuals to prevent harm or intervene when there is a risk of dating violence, domestic violence, sexual
assault, or stalking. Bystander intervention includes recognizing situations of potential harm,
understanding institutional structures and cultural conditions that facilitate violence, overcoming barriers
to intervening, identifying safe and effective intervention options, and taking action to intervene.

Ongoing prevention and awareness campaigmeeanprogramming, initiatives, and strategies that are
sustained over time and focus on increasing understanding of topics relevant to and skills for addressing
dating violence, domestic violence, sexual assault, and stalking, using a range of strattegiedignces
throughout the institution and including information described in paragraph (j)(1)(i)(A) through (F) of this
section.

Primary prevention programs means programming, initiatives, and strategies informed by research or
assessed for value, effaeness, or outcome that are intended to stop dating violence, domestic violence,
sexual assault, and stalking before they occur through the promotion of positive and healthy behaviors
that foster healthy, mutually respectful relationships and sexuatibpurage safe bystander intervention,
and seek to change behavior and social norms in healthy and safe directions.

Risk reduction means options designed to decrease perpetration and bystander inaction, and to increase
empowerment for victims in order ppomote safety and to help individuals and communities address
condtions that facilitate violence.

Gender identityr ef er s t o an individual ' s internal sense
different from or the same asthep son’ s s e x 8exassignaedatbirttarefersoto thetsdx .
designation recorded on anarecard ke provided atthirt. t h cer t i

Transgenderdescribes those individuals whose gender identity is different froseththey were

assigned at birth. A transgender male is someone who identifies as male but was assigned the sex of
female at birth; a transgender female is someone who identifies as female but was assigned the sex of
male at birthIncluded under the transgder designation are also persons who identify as genderqueer,
that is, persons who do not subscribe to conventional gender distinctions or identify as otiieanon
gender identities.

Gender transition refers to the process in which transgender idd&ls begin asserting the sex that
corresponds to their gender identity instead of the sex they were assigned at birth. During gender
transition, individuals begin to live and identify as the sex consistent with their gender identity and may
dress differatly, adopt a new name, and use pronouns consistent with their gender identity. Transgender
individuals may undergo gender transition at any stage of their lives, and gender transition can happen
swiftly or over a long duration of time.

193



APPENDIX H

ORGANIZATIONAL CHART

194



Limestone College Organizational Chart
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