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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-1 INSTITUTIONAL POLICY STATEMENT 
 
The Board of Trustees and the administration of Fayetteville Technical 
Community College are fully committed to the principles and practice of equal 
employment and educational opportunities.  Accordingly, Fayetteville Technical 
Community College does not practice or condone discrimination, in any form, 
against students, employees, or applicants on the grounds of race, color, national 
origin, religion, gender, age, disability or political affiliation.  Fayetteville Technical 
Community College is committed to positive action to secure equal opportunity. 
 
Fayetteville Technical Community College supports the protection available to 
members of its community under all applicable Federal Laws, including Title VI 
and VII of the Civil Rights Act of 1964 and 1991, Title IX of the Education 
Amendments of 1972, Sections 799A and 845 of the Public Health Service Act, 
the Equal Pay and Age Discrimination Acts, the Rehabilitation Act of 1973, the 
Americans with Disabilities Act of 1990, the Family and Medical Leave Act of 
1993, and Executive Order 11375. 
 
The plan outlined in this document reflects the commitment of the trustees and 
administrators of this College  to preclude any form of discrimination in the 
selection and utilization of its employees and to promote equal opportunity 
employment.   The formulation, statement, application, and monitorship of all 
personnel policies and practices will be supportive of this commitment.  
 
All employees of Fayetteville Technical Community College are expected to 
support the principles of and contribute actively to the realization of equal 
employment opportunity.  Any member of the faculty and staff  who imposes a 
detriment on any  other employee, applicant for employment, or student through 
failure or refusal to act in concert with these principles will be subject to 
appropriate disciplinary action.  As an institution which seeks to encourage 
excellence in all areas of endeavor, Fayetteville Technical Community College is 
dedicated to the maintenance of high standards in the selection, evaluation, and 
utilization of its faculty and staff.  Those actions taken in pursuit of equal 
employment opportunity must therefore support the fair and consistent 
application of such standards.  No advantage will be conferred, nor will any 
reduction in quality be accepted because of race, color, national origin, religion, 
gender, age, disability or political affiliation.  Rather, the affirmative actions taken 
by the institution will be directed toward enhancing the professional opportunities 
and qualifications of all its present and potential employees and the student body 
they serve.
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-2 AFFIRMATIVE ACTION PROGRAM OBJECTIVES 
 
Fayetteville Technical Community College is committed to the concept of 
affirmative action to avoid all vestiges of discrimination in its personnel policies, 
procedures and actions, and it intends that all college employees and all citizens 
within its service area be made aware of this commitment.  The Board of 
Trustees charges the administration, faculty and staff of the College with the 
responsibility of implementing the doctrine of affirmative action in achieving the 
following objectives: 
 
(1) To affirm and extend the College's commitment to the principles of equal 

employment and educational opportunities. 
 
(2) To inform citizens in the service area that the administration and 

employees of the College practice the precepts of fair and equal treatment 
in the execution of recruitment, employment, and personnel utilization 
procedures. 

 
(3) To contribute to the development of a community in which opportunity is 

available for all individuals regardless of race, national origin, color, 
religion, gender, disability, age or political affiliation and to utilize the 
human and material resources of the College to provide opportunities for 
the development of the skills and attributes inherent in all members of the 
community. 

 
(4) To comply with all applicable federal and state orders, regulations, laws, 

legal opinions, and court decisions in the areas of civil rights, equal 
employment opportunity, and contract compliance made known and 
available to this College. 

 
(5) To delineate the lines of authority and fixed responsibilities for 

development, implementation, and supervision of the College's Affirmative 
Action Program. 

 
(6) To conduct a continuing and concerted recruitment program designed to 

obtain and maintain a faculty and staff of the highest quality who reflect 
the ethnic and gender balance of the available work force within the 
College's service area. 

 
(7) To provide for non-discriminatory practices in all matters pertaining to 

employee compensation and benefits. 
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(8) To develop, promulgate, and adhere to a system of procedures for 
adjudication of any complaints of discrimination by an employee or student 
that fall within the moral and legal authority of the College to consider. 

 
(9) To establish and conduct monitoring procedures for ensuring that the 

selection, promotion, advancement, transfer, training, evaluation, 
discipline, and termination of employees are in compliance with 
governmental and institutional regulations and policies pertaining to equal 
employment opportunity. 

 
(10) To provide information regarding the College's equal employment 

programs and practices to all interested and authorized individuals, 
groups, organizations and agencies. 

 
(11) To ensure that all publications, advertisements, notices, public information 

releases, contracts, and service agreements stipulate adherence to equal 
employment opportunity regulations by the parties concerned. 

 
(12) To ensure that all institutional facilities, organizations, and activities 

remain open to utilization and participation by employees and/or students, 
as appropriate, without regard to race, national origin, color, religion, 
gender, disability, age, or political affiliation except those facilities reserved 
for use by a single gender. 

 
(13) To provide a system for the continuing analysis, assessment, and 

evaluation of employment data and the status of Affirmative Action Plan 
accomplishments. 

 
(14) To conduct an ongoing evaluation and review of policies, and procedures, 

and to recommend adoption of new measures where appropriate. 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-3 AFFIRMATIVE ACTION RESPONSIBILITIES AND PROCED URES 
 

VI-3.1 General Information 
 
The success of this institution's Equal Employment Opportunity endeavors and 
the success of its Affirmative Action Program are dependent upon the individual 
and collective efforts of each and every administrator and supervisory employee 
of Fayetteville Technical Community College.  Accordingly, the ultimate 
responsibility for implementation of policies  and procedures  outlined in this plan 
is shared by all members of the faculty and staff.  The progression of 
responsibilities follows the supervisory chain of the College.  The responsibilities 
of those administrators charged with specific duties for effecting program 
implementation are detailed in the following subsections. 
 

VI-3.1.1 President 
 

The President of Fayetteville Technical Community College is responsible 
to its Board of Trustees for the overall development and direction of the 
College's Affirmative Action Program (AAP).  The President will ensure 
that all administrators and supervisory personnel adhere to the policy of 
Equal Employment Opportunity (EEO) and that such policy is reflected in 
all institutional publications, advertisements, and pronouncements.  The 
President is the final approval authority for all personnel policies, 
procedures and actions pertaining to employee recruitment, selection, 
compensation, advancement, transfer, grievance adjudication, discipline, 
and termination, as delegated to him by the Board of Trustees.  The 
President will appoint and fix responsibility upon the Vice President for 
Human Resources/Director of Affirmative Action Programs (DAAP) to 
develop, coordinate, and recommend EEO and AAP policies, procedures 
and objectives, and to organize and manage approved measures.   
 

VI-3.1.2 Vice President for Human Resources 
 

The Vice President for Human Resources is responsible for the 
management of the College's plan of action.  The Vice President for 
Human Resources will function generally as the staff supervisor in all 
matters pertaining to Equal Employment Opportunity and Affirmative 
Actions.  Specific duties and responsibilities will include the following: 
 



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 
Affirmative Action Responsibilities and Procedures (Continued) 
 

FTCC_InstitutionalEffectiveness_HandbooksManuals_EmploymentAffirmativeActionManual20091120 Page 10 of 66 

(1) The collection and maintenance of community census and work 
force analysis data. 

 
(2) The establishment and maintenance of Equal Employment 

Opportunity and Affirmative Action reference data files. 
   
(3) The provision of advice and assistance to members of the 

administration, faculty and staff on matters pertaining to Equal 
Employment Opportunity and Affirmative Action Plan 
implementation. 

 
(4) The development, preparation, and recommendation to the 

President of those policies and procedures required to comply with 
applicable laws and guidelines and to meet Affirmative Action 
Program objectives. 

 
(5) The review, coordination, and monitorship of administrative and 

personnel procedures and actions within the institution to ensure 
compliance with stated EEO policies and AAP objectives. 

 
(6) The investigation of discrimination complaints and the 

recommendation of resolution actions to the President. 
 
(7) The preparation of reports on the status and progress of the 

College's Affirmative Action Program. 
 
(8) The annual audit of base data and accomplishments and the 

preparation and recommendation of any necessary or desirable 
revisions to the objectives stated therein to the President. 

 
(9) The assumption of the role as the point of contact and performance 

liaison for the administration of the College in all matters pertaining 
to EEO and Affirmative Action. 

 

VI-3.2 Release of Information Policy 
 
It is the policy of Fayetteville Technical Community College to maintain records 
for applicants, employees, and past employees in order to document 
employment-related decisions, evaluate and assess policies, and comply with 
government recordkeeping and reporting requirements.  It is also the policy of the 
College to control the release of data compiled from the files of its applicants, 
employees, and past employees to prevent the invasion of privacy.  The content 
of these records is restricted to specifically authorized administrators of the 
College and governmental agencies. 
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Each administrator having the responsibility for maintenance of employee 
records will be held accountable for their control and utilization in compliance 
with policies and procedures set forth in this plan.  Only specifically designated 
administrators will have access to records.  Such access, even then, will be 
limited to the performance of reviews necessary for required data collection or for 
the conduct of advancement, promotion, training, termination, or investigative 
activities.  Information obtained from such reviews will be published only with the 
approval of the President. 
 

VI-3.3 Affirmative Action Procedures 

VI-3.3.1 Recruitment, Advertising, and Selection 
 

Fayetteville Technical Community College constantly receives many 
unsolicited applications and letters of inquiry regarding employment at the 
College.  To fulfill its role as an equal opportunity institution, FTCC takes 
affirmative action to ensure that qualified members of minority groups and 
females are afforded opportunities on an equal basis with all other 
applicants. 
 
The recruitment and advertising effort aimed at locating and soliciting 
minority and female applicants will include the following: 
 
(1) Advertising employment opportunities in minority newspapers. 
 
(2) Sending employment opportunities to colleges and universities with 

predominately minority and female enrollment, as well as usual 
recruitment sources. 

 
(3) Advertising employment opportunities in trade journals, if 

appropriate for job. 
 
(4) Notifying the Employment Security Commission of job vacancies. 
 
(5) Linking employment opportunities to NCCCS employment website. 
 
(6) Emailing employment opportunities campus wide. 
 
(7) Posting employment opportunities on the FTCC website and job 

line. 
 
Fayetteville Technical Community College recruits employees in all areas 
(administrative, staff, instructional and service) on the basis of 
qualifications and individual ability without regard to race, national origin, 
color, religion, gender, disability, age, or political affiliation except where 



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 
Affirmative Action Responsibilities and Procedures (Continued) 
 

FTCC_InstitutionalEffectiveness_HandbooksManuals_EmploymentAffirmativeActionManual20091120 Page 12 of 66 

gender or age are bona fide occupational qualifications or limitations.  
Emphasis will be placed on attracting applicants who will contribute to 
maintaining the standard of excellence to which this College is committed. 
 
Recruiting sources will be analyzed annually by the Vice President for 
Human Resources to evaluate responses from such sources and the need 
for expansion.  Liaison will be maintained with colleges and agencies 
having or representing a concentration of minorities and women with a 
goal of increasing the number of qualified applicants from such sources. 
  
All requests for advertisements of position vacancies will be forwarded to 
the Vice President for Human Resources for review and action. 
 
The phrase "An Equal Opportunity Employer" will be reflected on all 
position vacancy announcements.  These will include publications, 
journals, institutions and other agencies having access or appeal to 
minority and women applicants. 
 
Equal Employment Opportunity policies and the Affirmative Action Plan of 
this College will receive wide dissemination both within and outside of the 
College.  Internal measures will include:  informing new employees of 
College policy during their orientation and placing the Equal Opportunity 
Employer phrase on all College mailings.  External dissemination will 
include:  providing statements of policy to recruitment sources, 
prospective employees, contractors, and the news media; providing 
copies of College plans and programs to appropriate governmental and 
other agencies having a requirement for knowledge of their content; and 
equally portraying minority and female employees and students and their 
accomplishments basis in public information releases, advertisements, 
catalogs and other appropriate publications to reflect the diversity of the 
College. 
 
In keeping with the College's philosophy of promoting upward mobility for 
all its employees, primary consideration is given during the prerecruitment 
phase to the possibility of advancement of qualified personnel within the 
work force. 
 
Except in cases of upward mobility within the FTCC workforce, 
Fayetteville Technical Community College will link all position vacancy 
announcements to the North Carolina Community College System Office 
employment website.  Vacancies are registered with the State 
Employment Security Commission and appropriate professional 
associations and institutions.  News media, to include local minority 
oriented radio, and professional journals are also utilized to advertise 
position openings.  
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Screening action by the Vice President for Human Resources is limited to  
determining which applicants meet the minimum job qualifications.  The 
administrator concerned retains the authority and responsibility for the in-
depth candidate interview and final selection.  An applicant interview 
profile sheet will be provided for general use by interviewers as needed to 
augment their check list for qualification analysis. 
 
When an employee selection has been made, the selecting authority 
submits the recommendation for employment through supervisory chair to 
the Vice President for Human Resources for review.  The Vice President 
for Human Resources will forward the hiring packet to the President for 
final approval. 

 

VI-3.3.2 Applicant Selective Service Registration Status 
 

Part 19 A, Section 1, Chapter 143 B of the North Carolina General 
Statutes requires that persons subject to Selective Service Registration 
must register to be eligible for State or Local employment or receipt of 
public educational assistance. 

 

VI-3.3.3 Special Recruiting Activities 
 

All professional staff vacancies, except in cases of upward mobility within 
the FTCC work force, will be submitted to the NCCCS Office.  Included in 
the vacancy announcements will be the position title, job duties, 
qualification and  deadline for receipt of applications. 
 
The Vice President for Human Resources determines that all selection 
actions are in compliance with established procedures and forwards the 
results to the President for final approval.  Persons to fill non-contract 
positions may be selected by the appropriate department or office head 
subject to approval by the President.  Those selected for faculty positions 
will be interviewed by the Vice President for Academic and Student 
Services or designee.  The Vice President for Academic and Student 
Services will recommend contract provisions to the President for final 
approval.  The President will also be the final approving authority for 
selection of individuals to fill non-instructional contract positions.   
  
If there are no applicants meeting the desired qualification levels, or if 
those initially interviewed are deemed not qualified, the Vice President for 
Human Resources may initiate a request for re-advertisement of the 
position vacancy and defer the interview selection process.  Every effort 
will be made to afford the opportunity for broadening the base of 
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prospective employees consistent with the maintenance of the College's 
standard of excellence in all areas. 

 

VI-3.3.4 Application Forms 
 

Fayetteville Technical Community College accepts applications for full-
time employment only at the time of a vacancy.  Applications for  
employment are maintained in the Human Resources Office for a period of 
two years.  Tests may be given to prospective employees or employees 
seeking advancement or transfer for the purpose of providing an aptitude 
or ability indicator to assist in the selection process.  Tests results will not 
be retained for more than one year. 

 

VI-3.3.5 Promotion, Advancement, and Transfer 
 

A primary element of this College's Affirmative Action Program is that of 
providing the opportunity to qualified employees for promotion, 
advancement or transfer to more responsible and remunerative positions.  
Where vacancies occur that afford such opportunities, they will be filled on 
the basis of merit without regard to race, national origin, color, religion, 
gender, disability, age or political affiliation. 
 
Except in cases of upward mobility, position openings will continue to be 
made known on a College-wide basis so that any employee may apply.  
Those employee applicants who have the requisite experience, training, 
aptitude, record of performance, developmental potential, and personal 
qualities will receive priority consideration.  There may be a need, 
however, to broaden the field of applicants, in which case the position will 
be advertised on the open market with all qualified applicants receiving 
equal consideration.  Candidates will be judged on the basis of individual 
ability, qualifications, and the needs of the College without regard to any of 
the factors cited above. 
 
Transfers between departments or activities within the College will be 
handled in the same manner as promotions and advancements.  
However, two general exceptions to this exist: (1) A lateral, non-
advancement transfer made as a result of changes in position 
authorizations.  This involves a simple individual relocation without 
reference to recruitment or advertisement action.  (2) Transfers of 
employees to adjust minority or female imbalances in the work force.  This 
latter action is encouraged as a means of internal adjustment.  It is a 
strictly voluntary action on the part of the employee(s) concerned in 
moving from and to a position for which he or she is fully qualified.  Such 
transfers will not constitute advancement or promotion unless the 
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positions to be occupied have been made known on a College-wide basis 
so as to afford all qualified employees the opportunity to compete for 
them. 
 
A report of all promotion, advancement and transfer actions will be made 
as they occur to the Vice President for Human Resources. 

 

VI-3.3.6 Evaluation 
 

All personnel of the College will receive an annual evaluation by the 
immediate supervisor.  The policy, procedures, and format for evaluation 
are contained in the Performance Evaluation Manual.  A copy of each 
evaluation will be provided to the employee concerned, and a second 
copy will be placed in his or her personnel file.  These evaluations may be 
used for reference, but not as the sole factor, in considering employees for 
promotion, advancement, transfer, or termination.  They will not be used 
for any other purpose nor be made available to any party other than the 
employee, the person making the final selection to fill a position for which 
that employee has applied, or the person authorized to take final action on 
transfer or termination of the employee.  In no instance will these 
evaluations be open for public inspection or made a matter of public 
record. 

 

VI-3.3.7 Discipline and Termination 
 

The maintenance of a standard of excellence by Fayetteville Technical 
Community College is primarily attributable to the ability, dedication, and 
productivity of all its employees.  Should any  employee either fail to 
measure up to the demands of his or her job, or not perform that job in a 
satisfactory manner, or violate the policies and regulations of the College, 
corrective action must be taken to preclude adverse impact on the 
College's standards and its service obligations.  Where such action may 
be necessary, it will be undertaken without regard to race, national origin, 
color, religion, gender, disability, age or political affiliation. 
 
Termination or probation of administrative personnel on contract must also 
have the approval of the President.  Approving authorities will ensure that 
no written admonition, probation, or termination is the result of 
discriminatory action against the employee because of his or her race, 
national origin, color, religion, gender, disability, age or political affiliation. 

 
Disciplinary or corrective action may include counseling, verbal or written 
admonitions, probation or termination of service, dependent upon the 
nature and seriousness of the employee's actions or inactions.  Personal 
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and private counseling of an employee on his or her job performance, 
either as a routine matter or as a corrective measure, is a normal function 
and responsibility of the employee's immediate supervisor.  When an 
employee's actions warrant, he or she may be admonished, either orally or 
in writing, by the immediate supervisor.  Written admonitions must be 
approved (initialed) by the appropriate Vice President prior to inclusion in 
the employee's personnel record.  For serious violations of College policy, 
or for job performance failures, or for other reasons to be defined in 
personnel policies an employee may be placed on probation or terminated 
by the Dean, administrator or acting chief having the authority of selection 
for the position occupied by the employee concerned.  In the case of 
instructional personnel, probation or termination for disciplinary reasons 
must be recommended by the Vice President for Academic and Student 
Services and approved by the President.  Prior to probation or termination, 
coordination must be established with the Vice President for Human 
Resources. 
 

VI-3.3.8 Compensation and Benefits 
 

All employees of Fayetteville Technical Community College receive 
compensation and benefits in accordance with the positions they occupy, 
their qualifications, and their term of service without regard to race, 
national origin, color, religion, gender, disability, age or political affiliation.  
When supplements are authorized, they will also be provided on the basis 
of qualifications without regard to the above factors. 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-4 EMPLOYMENT PROCEDURES 
 

VI-4.1 Introduction 
 
The Employment Procedures Manual is designed to establish a uniform 
recruiting and selecting procedure throughout the Fayetteville Technical 
Community College campus.  Its design is to ensure that the recruiting and 
selection process is fair, equitable and in compliance with the Americans with 
Disabilities Act, the Office of Civil Rights, and Equal Employment Opportunities 
Commission rules, regulation and statutes.  This manual provides the 
administrative staff with procedures for recruiting and selecting the most qualified 
employees.  Uniform recruitment and selection procedures will help to ensure 
diversity throughout Fayetteville Technical Community College. 
 

VI-4.2 Veteran’s Policy 
 
In recognition of the sacrifices made by veterans and their families on behalf of 
this nation, this state, and even this College, Fayetteville Technical Community 
College shall make reasonable efforts to recruit veterans, their spouses, and 
spouses of active duty service members for employment opportunities at the 
College.  In making hiring decisions, the College shall hire an applicant who is a 
veteran or the veteran’s spouse when the veteran or veteran’s spouse is 
determined, by and through the application, interview, and other hiring processes 
to be equally or better qualified than all other candidates who applied for the 
position. 
 
For the purposes of this policy the following definitions apply.  The word “veteran” 
shall be defined as a person who served in the Armed Forces of the United 
States on active duty, for reasons other than training, and has been discharged 
under other than dishonorable conditions.  The term “veteran’s spouse” shall be 
defined as either (a) the legal spouse of a veteran; or (b) the surviving spouse of 
a veteran; or (c) the surviving spouse of a service member who died directly or 
indirectly as the result of active duty military service. 
 
This preference applies to initial employment with Fayetteville Technical 
Community College and extends to other employment events including 
subsequent hiring, promotion, reassignment, and lateral transfer. 
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VI-4.3 Employment Application Procedures 
 
(1) All applications for employment should be submitted to the Office of the 

Vice President for Human Resources. 
 
(2) Applications will be processed into the Human Resource Applicant 

Database and filed for screening. 
 
(3) Part-time instructor applications received without an existing job vacancy 

will be added to the Human Resource Applicant Database and forwarded 
to the appropriate office for distribution and filing. Part-time curriculum 
applications will be forwarded to the appropriate Dean’s Office for 
distribution to the appropriate chairperson for filing.  Part-time Continuing 
Education applications will be forwarded to the appropriate director for 
filing. 

 

VI-4.4 Hiring Procedures for Full-Time Employment for Posi tions Requiring 
Less Than a Bachelor's Degree 

 
(1) All position vacancy announcements must be approved by the supervisory 

chain up to the appropriate Vice President and forwarded to Human 
Resources.  Human Resources will review and forward to the President 
for approval prior to advertising. Position vacancy forms may be obtained 
from the Human Resources Office. 

 
(2) All applications will be screened in the Human Resources Office for 

minimum qualifications and forwarded to the appropriate Vice 
President/Associate Vice President. 

 
(3) During the interview process, an Interview Profile Sheet (Form H) must be 

completed for each applicant interviewed.   
 
(4) Three Telephone/Written Reference Check forms (Form G) must be 

completed for applicants referred for employment.  One reference check 
must be from the current/immediate past employer. 

 
(5) After conducting interviews and making a selection, a packet should be 

prepared to include: 
 

a. Full-Time Employment Form (Form A) 
 
b. Completed Interview Profile Sheets (Form H - one for each 

applicant interviewed). 
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c. Educational Degree and Work Experience Evaluation (Form F) 
(Faculty Only) 

 
d. Application and copies of transcripts (if required) for person 

selected. 
 
e. Three Telephone/Written Reference Check Forms (Form G) 
  
f. Full-Time Credentials Verification Form (Faculty Only) (Form D) 

 
(6) The employment packet must be forwarded through the supervisory chairs 

to the Vice President for Human Resources for review.  The Vice 
President for Human Resources will forward the packet to the President 
for final approval and signature.  Employment referrals not meeting all 
minimum position requirements at the time of employment must be 
justified by memorandum from the appropriate Vice President to the 
President. The memorandum will specify additional requirements and 
corrective actions to be taken within a specified period as a condition of 
continued employment.  For faculty, in exceptional cases, outstanding 
professional experience and demonstrated contributions to the teaching 
discipline may be presented in lieu of formal academic preparation.  For 
Staff, in exceptional cases, outstanding professional experience and 
demonstrated competence may substitute for academic preparation.  The 
appropriate Vice President must justify this exception to the President on 
an individual basis.   NO PROMISE OR COMMITMENT WILL BE MADE 
TO THE APPLICANT UNTIL FINAL APPROVAL BY THE PRESIDENT.   

 
(7) AFTER FINAL APPROVAL FROM THE PRESIDENT, the Human 

Resources Office is responsible for notifying all applicants that the position 
has been filled. 

 
(8) On the first day of employment the Human Resources Office will conduct  

in-processing of full-time employees. 
 

VI-4.5 Hiring Procedures for Full-Time Employment for Posi tions Requiring 
a Bachelor's Degree or Above 

 
(1) All position vacancy announcements must be approved by the supervisory 

chain up to the appropriate Vice President and forwarded to Human 
Resources.  Human Resources will review and forward to the President 
for approval prior to advertising. Position vacancy forms may be obtained 
from the Human Resources Office. 
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(2) All applications will be screened in the Human Resources Office for 
minimum qualifications and forwarded to the appropriate Vice 
President/Associate Vice President. 

 
(3) During the interview process, an Interview Profile Sheet (Form H)  must be 

completed for each applicant interviewed by each member of the interview 
committee. 

 
(4) Three Telephone/Written Reference Check forms (Form G) must be 

completed  for applicants referred for employment.  One reference check 
must be from the current/immediate past employer. 

 
(5) After conducting interviews and making a selection, a packet should be 

prepared to include: 
 
a. Full-Time Employment Form (Form A) 
 
b. Completed Interview Profile Sheets (Form H - one for each 

applicant interviewed). 
 
c. Educational Degree and Work Experience Evaluation (Form F) 

(Faculty Only) 
 
d. Application and copies of transcripts for person selected. 
 
e. Three Telephone/Written Reference Check Forms (Form G) 
 
f. Full-Time Credentials Verification Form (Faculty Only) (Form D) 

 
(6) The employment packet must be forwarded through supervisory levels to 

the Vice President for Human Resources for review.  The Vice President 
for Human Resources will forward the packet to the President for final 
approval and signature.  Employment referrals not meeting all minimum 
position requirements at the time of employment must be justified by 
memorandum from the appropriate Vice President to the President.  The 
memorandum will specify additional requirements and corrective actions 
to be taken within a specified period as a condition of continued 
employment.  For faculty, in exceptional cases, outstanding professional 
experience and demonstrated contributions to the teaching discipline may 
be presented in lieu of formal academic preparation.  For Staff, in 
exceptional cases, outstanding professional experience and demonstrated 
competence may substitute for academic preparation.  The appropriate 
Vice President must justify this exception to the President on an individual 
basis.  NO PROMISE OR COMMITMENT WILL BE MADE TO THE 
APPLICANT UNTIL FINAL APPROVAL BY THE PRESIDENT.   
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(7) AFTER FINAL APPROVAL FROM THE PRESIDENT, the Human 
Resources Office is responsible for notifying all applicants that the position 
has been filled. 

 
(8) On the first day of employment the Human Resources Office will conduct 

in-processing of full-time employees. 
 

VI-4.6 Hiring Procedures for Positions of Vice President’s  Level 
 
(1) The Vice President for Human Resources monitors the selection process 

by accomplishing the following: 
 

a. Updates employment opportunity link or NCCCS employment 
website. 

 
b. Announces advertisement of vacancies within the news media.   
 
c. Receives applicant responses, prepares packet for each applicant, 

to include an application, and transcripts, and with the assistance of 
at least a three person screening committee, appointed by the 
President, conducts initial applicant screening. 

 
d. Forwards qualified applicants to the President. 
 

(2) The President 
 

a. Receives packet of qualified applicants from the Vice President for 
Human Resources.  

 
b. Conducts interviews and makes selection.  Does not make a 

commitment to job offer until final approval from the Board of 
Trustees. 

 
c. Recommends the best qualified applicant to fill the position 

vacancy. 
 
d. Submits employment packet to the Vice President for Human 

Resources.  Packet to include: 
 

1.  Full-Time Employment (Form A) 
2.  Five Top Candidates (Form B) 
3.  Interview Evaluation Form (Form C) 
4.  Validation Committee Action Form (Form E) 
5.  Three Telephone/Written Reference Check Forms (Form G) 
6.  Employee Application and copies of transcripts. 
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(3) The Vice President for Human Resources 
 

a. Schedules a Validation Committee meeting to validate the hiring 
procedures.  

 
b. Forwards the employment packet to the Validation Committee. 

 
(4) The Validation Committee (appointed by the President) 
 

a. Verifies that all hiring practices as listed below have been complied 
with.  The considerations relate to: 

 
1.  Job qualifications 
2.  References 
3.  Affirmative Action Guidelines  

 
b. Reviews the entire hiring process to verify that all procedures have 

been accomplished.  Committee members complete check-off list 
of accomplishments and affix signatures to Validation Form (Form 
E). 

 
(5) President/Board of Trustees Human Resources Committee 
 

a The Vice President for Human Resources submits the file of the 
recommended applicant to the President. 

 
b. Upon the President's approval to hire, the President presents the 

name of the selected applicant to the Human Resources 
Committee of the Board of Trustees for acceptance. 

 
c. After final approval from the Board of Trustees Human Resources  

Committee, the applicant is notified that he or she has been 
approved for the position. 

 
d. The Human Resources Office sends letters to non-selected 

applicants stating the position has been filled. 
 

VI-4.7 Hiring Procedures for Part-Time Employment 
 
(1) All position vacancy announcements must be approved by the appropriate 

Vice President prior to advertising by the Human Resources Office.  
Required forms may be obtained from the Human Resources Office. 
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(2) All applications will be  forwarded  to the appropriate Vice 
President/Associate Vice President or designee. 

 
(3) After the screening of referred applications, those applications not 

selected for interviews should be retained in the appropriate department 
for two years. 

 
(4) During the interview process, an Interview Profile Sheet (Form H) must be 

completed for each applicant interviewed. 
 
(5) Two Telephone/Written Reference Check Forms (Form G) must be 

completed for the applicant recommended for employment.  One 
reference check must be from the current/immediate past employer. 

 
(6) After conducting interviews and making a selection, the person 

recommending hiring will forward the application packet to the appropriate 
Associate Vice President/Vice President for approval to hire.  NO 
PROMISE OR COMMITMENT SHOULD BE MADE TO THE APPLICANT 
UNTIL FINAL APPROVAL.  After approval, the applicant may be 
contacted and an employment date established. 

 
(7) The employment packet will be forwarded to the Vice President for Human 

Resources.  See chart below for packet contents: 
 

Packet Contents  Curriculum  
(Faculty)  

Cont. Ed.  
(Faculty)  

Staff  Staff  
(Cont. Ed.)  

FTCC Application U U U U 

Telephone/Written Reference Check 
Form (Form G)  

U U U U 

Part-Time/Temporary Employment  
(Form A-1) 

U U U U 

Educational Degree and Work Experience 
Evaluation Form (Form F) 

Monthly 
Contracts 

   

Interview Profile Worksheet (Form H) U U U U 

Part-Time Temporary Employment 
Agreement  (Contract) 

U U   

Transcripts (As Required)/Documentation 
of Training and Experience 

U U U U 

Continuing Education Personnel Approval 
Form (Form I) 

 U  U 

Continuing Education Competency Form 
(Form J) 

 U   

Full-Time Faculty Credentials Verification 
Form (Form D) 

U    
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Packet Contents  Curriculum  
(Faculty)  

Cont. Ed.  
(Faculty)  

Staff  Staff  
(Cont. Ed.)  

Part-Time Faculty Credentials Verification 
Form  (Form D) 

U    

 
(8) The Human Resources Office will send letters to those applicants for 

advertised positions who were not selected for employment. 
 

VI-4.8 Employment Procedures Forms 
 
The following pages consist of Employment Procedures Forms A - J . 
 
 
Form A Full-Time Employment 
Form A-1  Part-Time/Temporary Employment 
Form B Five Top Candidates for Position (Used for Dean’s Level and Above) 
Form C Interview Evaluation Form (Used for Dean’s Level and Above) 
Form D Curriculum Division Credentials Verification 
Form E Validation Committee Action Form (Used for Dean’s Level and Above) 
Form F Educational Degree and Work Experience Evaluation Form 
Form G Telephone/Written Reference Check 
Form H Interview Profile Sheet 
Form I Continuing Education Personnel Approval Form 
Form J Evidence of Competency Form 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-5 POLITICAL ACTIVITIES OF EMPLOYEES 
 

VI-5.1 Definitions 
 
The following terms have the meanings indicated: 
 
(1) "Employee" means instructional faculty and administrative faculty and staff, 

general staff and persons employed by FTCC at the pleasure of the Board or on 
other short-term contracts, including the President. 

 
(2) "Board" means the Board of Trustees of Fayetteville Technical Community 

College. 
 
(3) "FTCC" means Fayetteville Technical Community College. 
 
(4) "Public Office" means any national, state or local governmental position of public 

trust and responsibility, whether elective or appointive, which is created or 
prescribed or recognized by Constitution, statute or ordinance.  Membership in 
the General Assembly of North Carolina will constitute a full-time public office 
under this definition. 

 
(5) Use of the masculine gender in this policy will be construed to include the 

feminine and neuter genders. 
 

VI-5.2 Policy 
 
It is the policy of the Board of Trustees of FTCC that each employee of FTCC will retain 
all rights and obligations of citizenship provided in the Constitution and laws of the State 
of North Carolina and the Constitution and laws of the United States.  The Board 
encourages employees of FTCC to exercise their rights and obligations of citizenship; 
however, the campaigning for public office, holding part-time or full-time public office, or 
office in the General Assembly, or soliciting support for political candidates and activities 
during regular work hours may not only interfere with the responsibilities of employees 
to FTCC but also derogate from the responsibility to provide the best possible education 
to its students.  It is, therefore, in an attempt to define reasonable constraints for such 
employees engaging or proposing to engage in such political activities that this policy is 
formulated. 
 
NOTE: The requirements of this policy will apply prospectively only.  No change in 
the employment status of an employee who was an incumbent in public office on the 
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effective date of this policy will be required under this policy for the remainder of his 
term of office; provided, however, that this policy will not apply to any employee of 
FTCC who was a full-time public officer on the effective date of this policy. 
 

VI-5.3 Procedures 
 
(1) Wherever, under this policy, an employee other than the President is required to 

notify the Board, then such notification will be to the Board through the President 
of FTCC. 

 
(2) Any employee who is elected or appointed to a full-time public office or the 

General Assembly will be required to take a leave of absence without pay upon 
assuming the office.  The length of the leave of absence will be determined by 
the Board. 

 
(3) Any employee who becomes a candidate for public office will be prohibited from 

soliciting support during his regular work hours either on or off the College 
property unless otherwise authorized by the Board.  The Board will grant no 
general authorizations, but will act on individual requests. 

 
(4) The Board will notify the State Board of Community Colleges if the President of 

FTCC should become a candidate for, is elected or appointed to, public office. 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-6 REDUCTION IN FORCE POLICY 
 

VI-6.1 Intent of the Board of Trustees 
 
It is the intent of the Board of Trustees of Fayetteville Community College to avoid, 
through prudent budgeting and fiscal constraint, any financial crisis that would require 
the College to reduce the number of persons employed by the College through 
implementation of this Reduction in Force Policy.  However, the Board of Trustees 
reserves the right for itself to implement this policy in order to ensure that during a 
financial crisis, the college fulfills its mission to the fullest extent possible using the 
financial resources made available to it.  Whenever it is necessary to implement this 
policy, the implementation will be accomplished without regard to race, color, 
nationality, religion, age, sex, disability, or political affiliation of any employee. 
 

VI-6.2 Declaration of a Financial Crisis 
 
If the President of the College, in consultation with the Vice President for Business and 
Finance, determines the existence of a financial crisis, the President shall report the 
nature, the extent, and the cause of the crisis to the Board of Trustees.   Said report 
shall include a certification that, in the President's professional opinion, the college took 
all reasonable and prudent actions to avert the crisis, and that such actions were 
insufficient to avert the crisis.  Upon its receipt of the President's notice, the Board of 
Trustees may authorize the implementation of a reduction in force as provided in VI-6.3 
below.  
 
The President, in consultation with the Vice President for Business and Finance, may 
also determine the existence of a limited financial crisis when the college loses a grant 
or other special appropriation used to fund a specific function(s) of the college.  In the 
event of a limited financial crisis, the Board of Trustees may authorize the 
implementation of a reduction in force as provided in VI-6.3 below, but under a limited 
financial crisis, only employees whose positions were funded through the lost revenue 
stream can be terminated. 
 

VI-6.3 Reduction in Force 
 
Upon the determination of the Board of Trustees that a financial crisis exists, the 
President shall be authorized to unilaterally alter the terms and/or conditions of the 
employment of any College employee.  If the Employee has an employment contract 
with the College, the President is authorized to unilaterally amend the contract.  The 
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authorization to unilaterally alter the terms and/or conditions of employment and the 
employment contract, if any, includes, but is not limited to, the authorization to 
immediately terminate an individual's employment with the College, the authorization to 
furlough an employee, the authorization to reduce or eliminate any employee benefit, 
when the benefit is not required by law, and the authorization to otherwise change 
contract provisions to alleviate the financial crisis. 
 

VI-6.4 Notice of Termination to Individual Employees 
 
The President will give written notice to the employee(s) being terminated due to the 
implementation of a reduction in force.  The notice shall either be hand delivered to the 
employee(s) or delivered by registered or certified mail, return receipt requested.  If 
hand delivered, the employee shall be given opportunity to remove their personal 
belongings from their work station at that time.  If the notice is delivered by registered or 
certified mail, the employee(s) shall schedule an appointment with their supervisor to 
remove their personal belongings from their work station.  Decisions to terminate 
employment pursuant to these provisions will not be the result of discriminatory action 
against an employee based upon his/her race, national origin, color, religion, gender, 
disability, age or political affiliation. 
 

VI-6.5 Employee Rights Upon Termination 

VI-6.5.1 Severance Pay 
 

Salaried employees terminated pursuant to these provisions shall receive 
severance pay in an amount equal to one month's salary.  Employees paid per 
hour worked shall receive severance pay equal to their hourly wage multiplied by 
173.33 hours.  Any terminated employee who has a negative leave balance at 
the time of termination shall have their severance pay reduced in an amount that 
fully compensates the College for the negative leave balance. 
 

VI-6.5.2 Payout of Vacation and Bonus Leave 
 

Employees terminated pursuant to these provisions shall receive a lump sum 
payment of their accumulated vacation leave up to a maximum of 240 hours and 
any accumulated bonus leave balances as of the date of termination.  Any 
vacation leave in excess of 240 hours accumulated by an employee at the time 
of termination pursuant to this policy shall be converted to sick leave. 
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VI-6.5.3 Health Care Coverage 
 

To the extent required by law, the College shall continue to make its contribution 
to the State Health Plan on behalf of the terminated employee. 
 
State law, as of July 1, 2008, required payment of benefits for a period of no 
more than twelve months, as long as the employee has twelve or more months of 
service and the employee was covered by the State Health Plan at the time of 
separation from service with the College. 
 
If permitted by the State Health Plan, Employees terminated pursuant to this 
policy may continue coverage for their eligible dependents during this 12-month 
period at their expense.  The College will be responsible for collecting and 
remitting any applicable premiums. 
 
The State Health Plan will allow employees who have been terminated pursuant 
to these provisions to change their health plan coverage and coverage type as 
long as the request is made within 30 days from the date of termination. 
 
Employees who elect not to continue coverage under this policy immediately 
following termination may not obtain coverage through the College at a later 
date, unless re-employed by the College.   
 
After one year, the terminated employees and their eligible dependents may 
continue health coverage on a fully contributory basis.  Employees who do not 
have twelve months of consecutive service may continue health care coverage at 
full cost under COBRA (for themselves and any eligible dependents). 

 

VI-6.5.4 Right of First Refusal 
 

For one year after the effective date of a termination pursuant to these 
provisions, the President will not fill a position vacated by an employee 
terminated pursuant to this policy without first offering that position to the 
terminated employee. 
 
The offer of reemployment will be made by registered or certified mail, return 
receipt requested, and the employee must accept in writing within fifteen (15) 
calendar days of the date the offer was mailed by the College.  Failure to 
respond within the provided fifteen (15) calendar days shall be deemed a 
rejection of the offer of employment and any and all rights to reemployment shall 
expire. 
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VI-6.6 College Obligations with Respect to Reemployment or  Other Employment 
 
An employee terminated pursuant to this Policy who is vested in the State Retirement 
System and who is hired/rehired by the College within 5 years of termination shall have 
all sick leave accumulated at the time of termination restored upon returning to 
employment with the college.  Any employee who is not vested with the State 
Retirement System who is hired/rehired by the College within 1 year of termination 
pursuant to this policy shall have all sick leave accumulated at the time of termination 
restored upon returning to employment with the college. 
 

VI-6.7 Review of Individual Terminations 
 
Employees are not entitled to an administrative review of any termination made 
pursuant to this Reduction in Force Policy.  However, any  employee who is terminated 
pursuant to these provisions may request a review of the action if he/she believes the 
termination was the result of discriminatory action against the employee based upon 
his/her race, national origin, color, religion, gender, disability, age or political affiliation.  
The employee must request the review of the action in writing and addressed to the 
President.  It must specify the grounds on which it is contended that the decision was 
the result of discriminatory action against the employee based upon his/her race, 
national origin, color, religion, gender, disability, age or political affiliation.  It must 
include a short, plain statement of facts that the employee believes support the 
contention.    Upon receipt of the request, a thorough review will be conducted by one or 
more designees of the President.  If it is determined that the termination was based on 
some illegal discrimination, the employee shall be reinstated and compensated for lost 
wages. 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-7 EMPLOYEE GRIEVANCES AND APPEALS 
 

VI-7.1 Definition 
 
Grievance:  A grievance is any matter of concern or dissatisfaction to an employee, 
within the control of Fayetteville Technical Community College, but does not include any 
claim concerning a suspension or termination.  Claims concerning a suspension or 
termination will be considered under provisions of VI-7.4, the Appeal Procedures for 
Suspension or Termination. 
 

VI-7.2 Policy 
 
Fayetteville Technical Community College ("FTCC") encourages the prompt and fair 
settlement of grievances.  An employee may present a grievance without fear of 
coercion, restraint, interference, penalty, or reprisal. 
 

VI-7.3 Procedure:  This procedure applies to all employees  of FTCC. 
 
Step 1:   The employee must present the grievance to the immediate supervisor within 
thirty (30) days of the incident giving rise to the grievance.  (An employee alleging 
sexual harassment by a supervisor must present the grievance directly to the Grievance 
Officer appointed under FTCC's Sexual Harassment Policy.)  The employee may 
present the grievance orally or in writing.  The employee and the supervisor will meet 
within three (3) working days following the presentation of the grievance to discuss the 
grievance fully, and to attempt informal resolution.  The supervisor will provide a written 
decision on the grievance not later than ten (10) working days following this meeting. 
 
Step 2:   If the employee is not satisfied with the Step 1 decision, the employee may, 
within five (5) working days, file the grievance in writing with the appropriate Vice 
President within the table of organization of FTCC.  If the Vice President determines 
that a meeting to discuss the grievance is appropriate, notification of such meeting will 
be given to the employee and any other appropriate personnel.  Such meeting will be 
held within five (5) working days of receipt of the grievance.  Following the meeting, the 
Vice President will render a written decision within five (5) working days.  If no meeting 
is held, the Vice President will render a written decision within ten (10) working days of 
receipt of the grievance. 
 
Step 3:   If the employee is not satisfied with the Step 2 decision, he may, within ten (10) 
working days, file the grievance in writing with the President.  If the President 
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determines that a meeting to discuss the grievance is appropriate, notification of such 
meeting will be given to the employee and any other appropriate personnel.  Such 
meeting will be held within ten (10) working days of receipt of the grievance.  Following 
the meeting, the President will render a final binding written decision within ten (10) 
working days.  If no meeting is held, the President will render a written decision within 
twenty (20) working days of receipt of the grievance. 
 

VI-7.4 Appeal Procedures for Suspension or Termination 
 
This procedure applies to any individual employed under the terms of a written contract 
of employment, signed by a duly authorized representative of FTCC, providing a fixed 
term of employment.  Such individuals are termed "contract" employees.  Contract 
employees may serve in either a full-time or part-time capacity in an academic or 
administrative position. 
 
This procedure will have no application to temporary employees, whether part-time or 
full-time, having no written contract of employment. 
 
Fayetteville Technical Community College ("FTCC") provides to contract employees, as 
defined below, the right to a hearing to review their dismissal.  These procedures do not 
apply to non-reappointment or expiration of the terms of employment, as there is no 
tenure system at Fayetteville Technical Community College; however, any contract 
employee who presents a prima facie case that his or her Constitutional rights or 
academic freedom has been violated in nonreappointment has the right to the appeal 
procedures as specified. 
 

VI-7.4.1 Grounds for Probation, Suspension, or Termination: 
 

A contract employee may be placed on probation, suspended, or terminated for 
cause relating to personal conduct or performance of duties.  Such causes 
include, but are not limited to:  incompetence, neglect of duty, the commission of 
an act involving moral turpitude, mental or physical incapacity, and 
insubordination.  A contract employee may be placed on probation with 
conditions to include, but not limited to: contracts for the semester or term only, 
disqualification for salary increases or other appropriate conditions. 
 
A contract employee may also be suspended or terminated due to a financial 
exigency requiring a reduction in staff, a program change, or an elimination or 
curtailment of a program. 
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A contract employee may be suspended with pay pending an investigation by the 
President into alleged misconduct or improper performance of duties for up to 
ninety (90) days.  If no action is instituted against the contract employee within 
the 90-day period, the contract employee will be reinstated and all record of the 
suspension will be removed from the contract employee's file. 
 
A contract employee may be suspended without pay, if the President determines 
such action is in the best interest of FTCC, for a period not to exceed five (5) 
days.  If no action is instituted against the contract employee within the 5-day 
period, the contract employee will be reinstated and paid for the period of 
suspension. 
 

VI-7.4.1.1 Pretermination/Presuspension Notice 
 
A contract employee will be notified in writing by the President or his 
designee of any proposal to suspend or terminate.  Such notice will 
clearly state the reason(s) for the proposed suspension or removal, the 
effective date of the proposed action, the time and place where the 
contract employee may review any documentary material relied upon 
in making the proposal, and afford the contract employee a reasonable 
opportunity to respond orally or in writing to the proposal, before a final 
decision is made. 
 

VI-7.4.1.2 Notice and Request for Hearing 
 
A contract employee will be given notice of the decision to suspend or 
terminate him or her as soon as practicable after the decision has been 
made.  The contract employee may request a hearing to review the 
decision made by the President or his designee.  The request should 
be made to the President within ten (10) working days of receipt of the 
notice of the decision.  The request will specify the grounds upon 
which the contract employee contends the suspension or termination is 
improper. 
 

VI-7.4.1.3 Hearing 
 
(1) The Ad Hoc Committee, appointed by the President, will conduct 

hearings involving suspensions or terminations of faculty members 
who are contract employees.  Other contract employees will be 
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accorded hearings by ad hoc committees appointed by the 
President. 

 
(2) The hearing will be held within ten (10) days of receipt of the 

request. 
 
(3) The hearing will be closed to the public.  All parties have the right to 

counsel, to present witnesses and documents in support of their 
claims, to cross-examine witnesses and to examine all documents 
and evidence introduced at the hearing.  A written transcript of the 
hearing will be made, and a copy provided to the employee upon 
request at FTCC's expense.  The conduct of the hearing  will be 
under the control of the Faculty Evaluation Committee Chairman or 
Ad Hoc Committee. 

 

VI-7.4.1.4 Recommended Decision of the Committee 
 
Within ten (10) days after the hearing, the Committee will make a 
written recommendation to the President as to the proper disposition of 
the matter.  Such recommendation will include appropriate findings of 
fact and conclusions of the Committee. 
 

VI-7.4.1.5 Decision of the President 
 
The President will make a decision on the contract employee's appeal 
within ten (10) days of receipt of the Committee's recommendation.  
The President may accept, reject, or modify the Committee's 
recommendation.  The President's decision will become the final 
decision of FTCC unless timely appeal to the Board of Trustees is 
made by the contract employee. 
 

VI-7.4.1.6 Appeal to the Board of Trustees 
 
A contract employee may file an appeal of the President's decision 
within ten (10) days of receipt.  The Board of Trustees may review the 
matter in full, or may delegate the duty to review to an ad hoc 
committee of at least three (3) members.  The Board of Trustees will 
review the evidence adduced at the hearing, the Committee's 
recommendation, the decision of the President, and any other relevant 
evidence.  The Board of Trustees will render a final decision on the 
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matter within forty-five (45) days of receipt of the contract employee's 
appeal.
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-8 SEXUAL HARASSMENT POLICY AND PROCEDURES 
 

VI-8.1 Definition 
 
A request for sexual favors, and other unwelcome verbal or physical conduct of a sexual 
nature by an employee or student, constitutes sexual harassment when: 
 
(1) submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual's employment, or 
 
(2) submission to or rejection of such conduct by an individual is used as the basis 

for employment decision affecting that individual, or 
 
(3) submission to or rejection of such conduct by a student is made the basis for 

decisions concerning a student's grade, academic achievement or progress, or 
participation in any program, curriculum or activity of the College, or 

 
(4) such conduct has the purpose or effect of unreasonably interfering with an 

individual's performance, or creating an intimidating, hostile or offensive 
environment. 

 
(5) The EEOC definition of a hostile environment is as follows: 
 
Sexual harassment which creates a hostile or offensive environment for members of 
one gender is every bit of the arbitrary barrier to sexual equality at the workplace that 
racial harassment is to racial equality.  Surely, a requirement that a man or woman run 
a gauntlet of sexual abuse in return for the privilege of being allowed to work and make 
a living can be as demeaning and disconcerting as the harshest of racial epithets.  
 

VI-8.2 Policy 
 
All members of this community are expected and instructed so to conduct themselves 
as to contribute to an atmosphere free of sexual harassment.  Sexual harassment of an 
employee by another employee or of a student by an employee or a student by a 
student is a violation of the policy of this College and will not be tolerated.  Any 
employee or student violating this policy will be disciplined in accordance with the 
procedures outlined below. 
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This policy is adopted to promote an atmosphere in which all members of the 
Fayetteville Technical Community College community may work and study free of 
sexual harassment and to provide for the orderly resolution of complaints of sexual 
harassment. 
 

VI-8.3 Procedures 

VI-8.3.1 Appointment of A Grievance Officer 
 

The President will appoint a Grievance Officer,  normally the Vice President for 
Human Resources, whose duty it is to receive complaints of sexual harassment 
and to attempt to resolve the complaints in an informal manner.  The Grievance 
Officer will: 
 
(1) inform employees and students of the policy against sexual harassment 

and of the grievance procedures for resolving complaints; 
 
(2) receive complaints of sexual harassment from employees and students; 
 
(3) confer separately with the complaining person and the person against 

whom the complaint is made to attempt to determine the circumstances 
leading to the complaint; 

  
(4) if in his opinion it is desirable and both parties consent, confer jointly and 

informally with both parties; 
 
(5) make a determination as to the merits of the complaint, and where 

appropriate, propose an informal resolution; and 
 
(6) keep the matter confidential, except to the extent disclosure is required by 

these procedures. 
 
An informal resolution agreeable to both parties closes the matter. The Vice 
President for Human Resources will maintain a confidential file as a record of the 
incident, including the names of parties involved, and its resolution. The 
complaining party and the person against who the complaint is made, may 
inspect the record of the incident and submit a statement to the Vice President 
for Human Resources/DAAP for inclusion in the file. 
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VI-8.3.2 Application of the Grievance Procedures 
 

The complaint of an employee or student who believes that he or she has been 
subjected to sexual harassment in violation of this policy is a grievance to be 
resolved through the grievance procedure, except that Steps 1 and 2 of the 
procedure in the cases of sexual harassment will be as follows: 
 
Step 1:   Conference with the Grievance Officer.  An employee or student who 
believes that he or she has been subjected to sexual harassment in violation of 
this policy must confer with the Grievance Officer and cooperate with his or her 
efforts to determine the circumstances leading to the complaint, to make a 
determination as to the merits of the complaint and to reach an informal 
resolution. 
 
If an informal resolution agreeable to both parties is reached, the matter is 
closed. 
 
If no resolution can be reached within ten (10) working days, the Grievance 
Officer will make a determination and present it to the complaining employee or 
student and the employee against whom the complaint is made.  If the Grievance 
Officer determines that sexual harassment in violation of this policy has occurred, 
he or she will recommend disciplinary action to the President, the severity of 
which will depend on the nature of the incident. 
 
Step 2:   Appeal to the Dean/Associate Vice President/Vice President.  If no 
informal resolution of the complaint has been reached and either person is 
dissatisfied with the determination of the Grievance Officer, or if the complaining 
party has not reached a determination within the period provided in Step 1, he or 
she may request that the Dean/Associate Vice President/Vice President consider 
the matter.  The request may be presented either in person or in writing but must 
be presented within five (5) working days after receipt of the Step 1 
determination.  Depending  on  the  nature  of the appeal, the Dean/Associate 
Vice President/Vice President will determine to what extent facts will be required 
in writing.  The Grievance Officer, the complaining person and the person against 
whom the complaint is made will provide all pertinent information to the 
Dean/Associate  Vice  President/Vice  President  who will  review  the  facts  and  
hold whatever discussions he or she deems desirable or the employee, student 
or Grievance Officer may request. 
 
The remainder of the grievance procedure will be the same in matters alleging 
sexual harassment as in other grievances, except that either person, the one 
complaining of sexual harassment or the one against whom the complaint is 
made, may proceed with the appeal (see VI-7.3).  The provisions of the 
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Grievance and Appeals Policy of the College are expressly made available, by 
the adoption of this policy, to any employee or student of the College alleging a 
violation of this policy, notwithstanding that the Grievance and Appeals Policy by 
its terms does not apply to such person. 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-9 STUDENT GRIEVANCE POLICY AND PROCEDURES 
 
 
Policy 
 
Fayetteville Technical Community College encourages the prompt and fair settlement of 
grievances.  A student may present a grievance without fear of coercion, restraint, 
interference, penalty, or reprisal. 
 
The purpose of the student grievance policy and procedure is to provide a system to 
resolve student complaints against faculty, staff, or other students concerning alleged 
discrimination on the basis of age, gender, race, disability, or other conditions. 
 

VI-9.1 Academic Appeals 
 
Appeals of admissions decisions, individual grades, academic probation and/or 
suspension, attendance problems, disciplinary sanctions, and dismissal will not be 
considered under this policy, unless illegal discrimination is alleged.  Such appeals will 
be considered according to the guidelines set forth in III-7, Appeals and Due Process. 
 

VI-9.2 Sexual Harassment Complaints 
 
Sexual harassment complaints will be directed to the Associate Vice President for 
Student Services, unless the alleged harasser is the Associate Vice President.  In that 
case, the complaint will be directed to the Vice President for Academic and Student 
Services or to the President. Upon receiving the complaint, the Associate Vice 
President for Student Services will refer the sexual harassment complaint to the Vice 
President for Human Resources, who will investigate the complaint following the 
procedures outlined in the College’s Sexual Harassment Policy and Procedures. 
 
If the student is not satisfied with the outcome of the investigation, he or she may, within 
ten (10) working days, file the grievance in writing with the President.  The chain of 
appeal goes then from the President to the Board of Trustees.  Decisions of the Board 
of Trustees are final. 
 

VI-9.3 Grievance Procedures 
 
This procedure applies to all students of FTCC. 
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Step 1:   The student is encouraged to go to the instructor or staff member where the 
alleged problem originated.  An attempt will be made to resolve the matter equitably and 
informally at this level.  The conference must take place within five (5) working days of 
the incident which generated the complaint. 
 
Step 2:  If the grievance is not resolved, the student may file a written grievance.  The 
student must present the written grievance to the appropriate Associate Vice President 
within thirty (30) days of the incident giving rise to the grievance.  The student and the 
Associate Vice President will meet within three (3) working days following the 
presentation of the grievance to discuss the grievance fully, and to attempt informal 
resolution.  The Associate Vice President will investigate the grievance and will ask the 
employee against whom the grievance was filed to respond in writing to the allegation.  
The Associate Vice President will provide a written decision on the grievance not later 
than ten (10) working days following this meeting. 
 
Step 3:  If the student is not satisfied with the decision, he or she may, within five (5) 
working days, file the grievance in writing with the Vice President for Academic and 
Student Services.  The Vice President for Academic and Student Services will notify the 
President.  Depending on the nature of the allegation, the Vice President for Human 
Resources may be asked to investigate.  After reviewing the facts of the case the Vice 
President for Academic and Student Services and/or the Vice President for Human 
Resources will make a recommendation to the President.  The student will receive 
written notification within ten (10) working days of filing the complaint with the Vice 
President. 
 

VI-9.4 Further Appeal Procedures 
 
If the student is not satisfied with the decision, he or she may, within ten (10) working 
days, file the grievance in writing to the President.  The chain of appeal goes then from 
the President to the Board of Trustees.  The Board of Trustees must have received any 
written appeal from the student within ten (10) working days of the receipt of the 
decision of the President.  It will be presumed that said decision was received two (2) 
days after posting the same in the U.S. Mail. 
 
The Board of Trustees may review in its discretion any and all related matters of record 
at FTCC, and may, but will not be obligated to, hear testimony of individuals filing the 
grievance and otherwise involved in the incident and attempted resolution of the same. 
Decisions of the Board of Trustees are final. 
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FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE 

VI-10 FACILITIES AND SERVICES 
 

VI-10.1 Utilization Policy 
 
Fayetteville Technical Community College facilities, organizations and activities will be 
available for use or participation by employees and/or students, as appropriate, without 
regard to race, national origin, color, religion, gender, disability, age or political 
affiliation, except in the instance of male and female for specifically designated locker 
room or toilet facilities.  The authorized visitation to or use of the campus by guests of 
the College, its employees or students will also not be restricted on the basis of any of 
the above cited factors.  This does not preclude the reservation of the specified office 
areas, lounges and activity areas for either employees or students as may be 
appropriate in the conduct of normal school operations. 
 

VI-10.2 Contracts Policy 
 
All contracts entered into, by, for, or with the College will include provisions, developed 
at the state level, requiring adherence to federal laws and regulations governing the 
practice of equal employment opportunity by all parties concerned.  The Vice President 
for Administrative Services will monitor all contractual actions on a continuing basis for 
compliance. 
 

VI-10.3 Organizations and Activities Policies 
 
Membership or participation of employees and/or students in authorized organizations, 
clubs, recreational activities, social events and special programs of the College will not 
be restricted on the basis of race, national origin, color, religion, gender, disability, age 
or political affiliation.  This policy will be reflected in the charter or by-laws of all clubs 
and other groups organized on campus and will be monitored for compliance on a 
continuing basis by the Vice President for Human Resources/DAAP. 
 
No member of the staff, faculty or student body will be permitted to conduct solicitation 
or other activities on campus in support of any organization or agency which proposes 
or practices discrimination on the basis of race, national origin, color, religion, gender, 
disability, age or political affiliation.  Violators of this policy will be referred to the 
President for appropriate disciplinary action.
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