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County, Tunica County, Quitman County, Bolivar County, and Tallahatchie County, and having 
boundaries coinciding with the external boundaries thereof.” 

 
1.3 ACCREDITATION 
 

Coahoma Community College is accredited by the Commission on Colleges of the Southern 
Association of Colleges and Schools to award the Associate of Arts degree, the Associate of 
Applied Science degree, and certificates in career education. Contact the Commission on 
Colleges at 1866 Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-4500 for 
questions about the accreditation of Coahoma Community College. 

 
1.4 NOTICE OF NON-DISCRIMINATION 

 
Coahoma Community College does not discriminate on the basis of race, color, national origin, 
sex, disability, or age in its programs and activities. The following person has been designated to 
handle inquiries regarding the non-discrimination policies: Evelyn Washington; Coordinator for 
Section 504/ADA, Title IX; 3240 Friars Point Road; Clarksdale, MS  38614; Telephone # 
(662)621-4148; Email: ewashington@coahomacc.edu; Office Location: 2nd Floor Whiteside Hall, 
Room #218. 
 
1.4.1 APPOINTMENT TO ADVISORY BOARDS, COUNCILS, AND COMMITTEES 
 
Coahoma Community College has the authority to designate and create advisory boards, 
councils, and committees as may be necessary to carry on the business of the Institution. The 
appointment of members of such boards, councils, and committees shall be made in a non-
discriminatory manner consistent with the College’s Notice of Non-Discrimination.   

 
1.5 MISSION STATEMENT  
 

Coahoma Community College is a publicly supported comprehensive community college located 
in the northwest corner of the Mississippi Delta serving Bolivar, Coahoma, Quitman, Tallahatchie, 
and Tunica Counties. The institution provides accessible, accredited, affordable, diverse, and 
quality learning opportunities for the development of intellectual skills, job skills, personal growth, 
and/or transfer to a baccalaureate program. Coahoma Community College serves as a catalyst 
for economic and community development and supports aggressive and creative efforts to 
increase access to education in rural communities.  
 
To accomplish this mission, Coahoma Community College has established the following goals:   

 
1. Provide the first two years of college/university parallel programs.  
2. Provide career and technical education that prepares the student to enter the job market 

successfully. 
3. Provide a comprehensive program of enrichment courses for lifelong learning. 
4. Provide customized workforce training programs to meet the needs of area businesses 

and industries. 
5. Provide a network of services that allows the student to maximize his/her potential. 
6. Provide innovative learning opportunities utilizing emerging instructional technology. 
7. Provide opportunities for developing partnerships with public and private agencies to 

address community and economic development needs within the service area. 
8. Provide institutional advancement capabilities embodying sponsored programs. 
9. Plan, assess, and evaluate all activities and programs in order to ensure institutional 

effectiveness. 
10. Provide opportunities for community-wide cultural enrichment activities. 
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The Board shall vote on questions of policy as reported by the President. It is the intent of the 
Board to develop policies and put them in writing so that they serve as guidelines and goals for 
the successful and efficient functioning of the institution.  
 
The Board considers policy development its chief function, along with appraisal of the result 
achieved through its policies. It is through the development and adoption of written policies that 
the Board shall exercise its leadership in the operation of the College. 
 
It is the Board’s intention that its written policies serve as guides for the discretionary action of 
those to whom it delegates authority and as a source of information and guidance for all persons 
who are interested in, and affected by, the College. Changes in needs, conditions, purposes, and 
objectives will require revision, deletions, and additions to the policies of present and future 
Boards. This policy development is an ongoing process. 
 
2.7.1 ATTORNEY INVOLVEMENT 
 
The President shall seek the counsel of the Board attorney when there may be a question of 
legality or proper legal procedure in the development of proposed policies. 
 
2.7.2 POLICY ADOPTION 
 
The Board shall adopt policies carefully defined and recorded. The majority action of the Board 
on a given issue becomes the policy of the entire Board until such time as the question is again 
raised at a Board meeting for further consideration. Board members shall pledge themselves 
individually and as a group to support the action of the Board. 
 
Issues that are highly controversial where decisions cannot immediately be reached shall be 
postponed by a majority vote of the Board or referred to a committee for consideration. 
 
2.7.3 POLICY DISSEMINATION 
 
The President is directed to establish and maintain an orderly plan for making pertinent policies of 
the Board known to staff members, students, and others affected by them. The President shall 
arrange to disseminate to staff members all new policies that affect them and their work, and shall 
also provide easy accessibility to an up-to-date policy collection for all employees of the College 
and members of the Board. The Board’s policy manual shall be considered a public record and 
shall be open for inspection. 

 
2.7.4 POLICY REVIEW 

 
Policies may be altered or amended at any meeting by a majority vote of the entire Board, 
provided that notice of the proposed action shall have been given at the last meeting and made a 
part of the minutes of that meeting, or provided a written notice of such changes is mailed to each 
Board member through the Office of the President at least five days before the scheduled 
meeting. 

 
2.7.5 ADMINISTRATION IN POLICY ABSENCE 
 
In cases when action must be taken where the Board has provided no guidelines for 
administrative action, the President shall have power to act. 
 

2.8 PUBLIC RECORD ACCESS POLICY 
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The public records of the Board of Trustees are defined in the Mississippi Public Records Act of 
1983, Mississippi Laws of 1983, Chapter 424. Non-exempt public records may be inspected, 
copied, or mechanically reproduced by any person in accordance with the following procedures: 
 
1. Public records shall not be removed from the premises and custody of the school. 

Inspection and copying shall be done on those premises under the supervision of an 
officer or employee of the school. Reproductions may be made on the institution’s 
photocopying equipment when time permits and reproduction costs are paid as provided 
below. 

2. Requests for inspection or copying shall be made in writing and shall identify the material 
requested specifically enough to enable it to be located. 

3. Requests shall be honored promptly, at such time as the material is not being used by 
the school, but in no event later than fourteen working days after the date of the request. 

4. All requests shall be accompanied by a cost deposit of $25.00. The request shall not be 
considered received until the deposit is paid. The actual expense to the institution shall 
be charged to the deposit. Reproductions shall not be made if the cost would exceed the 
deposit, until the deposit is adequately supplemented. 

 
2.9 PRESIDENT OF THE COLLEGE 
 

The President of the College is the authorized representative of the Board of Trustees, having 
duties and authorities provided by Mississippi State Laws (Sections 37-29-61 and 37-29-63) and 
those delegated duties and authorities specified by the Board of Trustees. The President is 
appointed by the majority vote of the membership of the Board. The President’s term of 
employment, compensation, and length of contract are set by the Board of Trustees. The length 
of the contract shall not exceed four (4) years in accordance with applicable State Laws (Section 
37-29-61 of the Mississippi Code). 
 
2.9.1 GENERAL DUTIES OF THE PRESIDENT OF THE COLLEGE 
 
1. Provides executive direction to the Board of Trustees (henceforth referred to as the 

Board) and Coahoma Community College and Coahoma Agricultural High School 
(henceforth referred to as the College) 

2. Serves as the Chief Executive Officer of the College with authority to mange and direct 
the affairs of the College in accordance with the policies and regulations established by 
the Board of Trustees and the applicable laws of the State of Mississippi 

3. Serves as the executive officer of the Board and implements Board directives 
4. Recommends all potential faculty and staff members for employment 
5. Removes or suspends faculty and staff members with the concurrence of the Board 
6. Appoints, assigns, reassigns, terminates, and defines the duties of all administrative and 

non-instructional personnel 
7. Manages all fiscal and administrative affairs of the College 
8. Administers the educational program sector of the College in accordance with State law, 

State Board of Community/Junior College rules and regulations, College Board policies, 
and the Principles of Accreditation of the Southern Association of Colleges and Schools 

9. Serves as the medium of communication between the Board and all system employees 
10. Recommends to the Board the number and type of positions required to provide 

necessary personnel for the operation of the College’s educational program 
11. Implements and enforces official policy and regulations of the College and ensures that 

written procedures are implemented to enforce College policies thereof 
12. Provides professional and creative leadership to the Board and all College employees 
13. Attends all Board meetings and presents necessary opportunities for the Board to 

entertain reports from the College’s employees when various situations require such 
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14. Prepares and submits a tentative annual budget to the Board; upon Board’s approval, 
implements the approved budget 

15. Initiates plans for construction, instruction, and public service projects and makes 
recommendations of such to the Board; manages approved projects and monitors the 
contributions of architects, consultants, and other professionals pertinent to the projects 

16. Appoints key employees to various positions and delegates to them the executive power 
to carry out the functions of the approved administrative organization of the College; final 
authority and responsibility, however, shall rest with the President and the Board 

17. Exercises administrative and fiscal control over the College’s intercollegiate athletics 
program as established by the applicable laws of the State of Mississippi 

18. Supervises efforts in fundraising for the College and the College’s Foundation 
19. Develops regular and special meeting agendas for the Board in cooperation with the 

Board Chairperson; provides trustees with the materials as needed to facilitate Board 
meetings 

20. Ensures the enforcement of the general laws of the State on each geographical location 
where College operations exist as required by Section 37-29-275 of the Mississippi Code 
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SECTION III:  PLANNING AND EVALUATION 
 

 
3.1 MISSION STATEMENT REVIEW 

 
The mission statement of Coahoma Community College is the foundation upon which the 
institution examines itself, allocates its resources, and plans its future. The mission statement is 
comprehensive, addresses all aspects of institutional function, and actively guides the institution. 
Listed below are Coahoma Community College’s procedures for reviewing, revising, and 
publishing its mission statement:  
 
1. The mission statement will be reviewed as needed during the Administrative Council 

meeting in March of each year. 
2. Suggested revisions will be submitted to the institution’s faculty, staff, and administration. 
3. An amended mission statement will require a majority vote from faculty, staff, and 

administrator voters. 
4. The amended mission statement will be submitted to the Board of Trustees for approval 

or disapproval during the June meeting. 
5. The approved mission statement will be communicated to the institution’s constituencies 

on the institution’s website and through several publications including the College 
Catalog, Policy and Procedures Manual, the Fact Book, the Strategic Plan, and the 
Institutional Effectiveness Plan. 

 
3.2       CURRICULUM REVIEW    
 

Changes in the curriculum may be initiated by students, faculty, administrators, or individuals 
outside Coahoma Community College. 
 
The initial requests for curriculum revisions are referred to the appropriate division for study, 
consideration, and refinement. The request is then submitted to the appropriate dean for 
approval. Pending the approval, the requested change is then submitted to the Curriculum 
Committee. Major changes will be submitted to the President and the Board of Trustees for 
approval.  
 
After President and/or Board approval, the instructional dean will take the necessary action for 
implementing the curriculum change. In the case of Career-Technical curriculum revisions, 
additional steps are followed for approval by the State Board for Community and Junior Colleges. 

 
3.3 INSTRUCTIONAL PROGRAM REVIEW  
 

Instructional program review is an integral part of Coahoma Community College’s institutional 
effectiveness initiative. A self-study team made up of community and campus representatives 
conducts a program review using established criteria. The self-study report is the final product of 
the instructional program review process. The self-study documents the need, cost, and 
effectiveness of each program in order to ascertain whether the instructional quality of the 
program meets institutional standards.   
 
3.3.1 PURPOSE AND GOALS 
 
The purpose of the instructional program review and evaluation is to provide a system of 
continuous improvement in programs. Review and evaluation procedures provide recognition of 
the accomplishments of a program as well as identify interventions needed for improvement of 
the program. The goals of the review are as follows: 
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1. To ensure the effectiveness of the institution’s programs 
2. To improve the quality of instructional programs 
3. To provide data for such intervention decisions as those regarding staff needs, admission 

requirements, and curricular additions or deletions 
4. To provide a system of regular data collection and analysis 
5. To determine how specific programs serve the mission of the institution and respond to 

student and community needs. 
 
3.3.2 PROGRAM REVIEW CYCLE 
 
Each instructional program area will be evaluated once each five-year period.  
 
3.3.3 CRITERIA FOR EVALUATION 
 
The instructional program area under review must provide the following documents to the 
Program Review Committee: 
 
1. Curriculum outline for each program area in the division 
2. Course syllabi for all courses currently taught by members of the division 
3. Personal data sheets and professional growth and development sheets for faculty 

employed to teach the curriculum 
4. Budget summaries demonstrating financial support for the division 
5. Enrollment data for courses taught during the previous year 
6. Distance learning courses taught within the division 
7. Information giving insight into the success of the program areas, such as success rates, 

placement rates, Institutional Effectiveness Plan results, and student data 
8. SACS Principles Compliance Survey 
9. Curriculum Review Instrument 
 
3.3.4 ORGANIZATION FOR PROGRAM REVIEW 
 
The program review process will be managed by the Dean of Academic Affairs and the Dean of 
Career-Technical Education. The instructional deans will coordinate the reviews and findings of 
the Program Review Committee. 
 
A Program Review Committee will be composed of: 
 
1. Appropriate Dean 
2. Three faculty members 
3. Four additional members chosen from the student population, faculty, administration, 

members of the Board of Trustees, or individuals from the community 
 
The findings and recommendations of the Program Review Committee will be presented to the 
Curriculum Committee. The report of findings will then be forwarded to the President, instructional 
deans, and Executive Council for final review. 

3.4 TEXTBOOK REVIEW  
 

The selection of appropriate textbooks for classroom instruction is the responsibility of the 
academic and career-technical faculty. The Dean of Academic Affairs and the Dean of Career-
Technical Education are responsible for supervising the textbook selection for each course taught 
in their area. At least once a year, instructional deans should schedule a meeting that involves 
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instructors in each of the various disciplines under their supervision to discuss textbook adoption. 
The instructional deans should coordinate this effort with the full-time, adjunct, and virtual faculty 
to ensure the participation of all faculty members.  
 

As one means of ensuring consistency across the different venues in which Coahoma 
Community College operates, all similar courses offered by the College should use the same 
textbook. Exceptions to this policy must be approved by the instructor’s immediate supervisor. 
The various disciplines may supplement the standard textbook with other reading and learning 
materials. 
 

Textbooks will be adopted a minimum of 3 years. However, instructors may request a change in 
textbooks sooner in unusual circumstances where rapidly changing technologies or major 
innovations in a discipline render a textbook obsolete. Exceptions to the three-year minimum 
must be approved by the instructor’s immediate supervisor. 
 

Textbook orders should be based on realistic figures, past enrollment figures, and valid 
projections. These figures and projections will determine the actual number of textbooks ordered 
by the bookstore. Orders should be submitted on a textbook requisition form. 

Textbook requisitions must be submitted in accordance with the established time schedule below: 

  For Summer Session………………January 20th – February 20th  

  For Fall Session…………………….March 20th – April 20th  

  For Spring Session…………………March 20th – April 20th 

 

3.5 EMPLOYEE PERFORMANCE REVIEW 

Coahoma Community College believes in the growth and development of all of its employees and 
encourages and provides opportunity for self-development and advancement. As part of that 
process, a performance review is conducted annually with each employee to improve individual 
performance and to prepare for the next year.  
 
The focus of the review is to make certain employees understand their areas of responsibility and 
how well they are meeting the expectations of the supervisor. A second area of focus is to plan 
for the upcoming year by reviewing changes, goals, and expectations that will be implemented 
before the employee’s next review period. Additional information regarding the employee 
performance review can be located under the Faculty Policies and Non-Faculty Policies sections 
of this manual. 

 

3.6 COURSE SYLLABI REVIEW 

Coahoma Community College is committed to providing quality learning opportunities for the 
development of intellectual skills, job skills, personal growth and/or transfer to a baccalaureate 
program. Coahoma Community College is committed to providing a curriculum that is appropriate 
and effective for its students.  

The faculty members of Coahoma Community College have created master course syllabi to 
ensure that student learning outcomes and expectations are consistent from course to course. 
Instructors assigned to teach these courses provide students with more detailed syllabi at the 
beginning of the semester.  
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Instructors are expected to use the master syllabi and to meet annually by departments to 
evaluate and revise the syllabi. Syllabi revisions are due in May of each year. Master syllabi are 
published on the College’s website. 

3.7 STRATEGIC PLAN 
The Strategic Plan of Coahoma Community College reflects the continuing evolution of the 
Institution’s successes and current challenges. Developed by Coahoma Community College’s 
stakeholders, this document identifies long-range goals and strategic initiatives for the institution. 
This document also provides an explanation of the plan’s background and development. The 
Strategic Plan is designed to guide Coahoma Community College for the coming five-year period. 
A key part of the plan is an annual assessment of both progress toward and current relevance of 
the goals of the plan. Modifications are made based upon assessment findings. The Strategic 
Plan is published on the College’s website. 
 

3.8 INSTITUTIONAL EFFECTIVENESS PLAN 

Coahoma Community College’s Institutional Effectiveness Plan is an ongoing planning, 
assessment, and evaluation system to improve and enhance all of the institution’s instructional 
and instructional support programs. The College’s mission statement and goals are at the center 
for this planning system.  
 
The purpose of the Institutional Effectiveness Plan is to evaluate the effectiveness of Coahoma 
Community College’s programs and services and to use findings to make decisions that will 
improve student learning and curriculum, enhance overall institutional effectiveness, and 
accomplish the mission of the institution. The Institutional Effectiveness Plan is evaluated 
annually and is published on the College’s website. The plan is divided into the following 
programs:  

 
Instructional Programs           
1. Career-Technical General Education Degree and Certificate Program    
2. College Parallel General Education Program       
3. Developmental Studies Program  
4. Associate Degree Nursing Program  
5. Workforce Preparation and Training Program 
6. Youth Training Program 

 
Instructional Support Programs  
7. Academic Support Services Program 
8. Student Support Services and Activities Program  
9. Administrative and Educational Support Services Program 

 

3.9 COAHOMA COMMUNITY COLLEGE’S ORGANIZATIONAL CHART 

Coahoma Community College’s Organizational Chart can be located on the following page of this 
manual.  
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SECTION IV:  FACULTY POLICIES 
 
 
4.1      SELECTION OF NEW FACULTY MEMBERS    
 

Selection of faculty members at Coahoma Community College is made by a systematic process 
designed to assure that the best qualified person available is employed whenever there is a 
faculty vacancy. 

 
4.1.1 RECRUITING  
 
When a vacancy occurs within the academic environment, or when such a vacancy is anticipated, 
the Human Resources Office will ensure that recruitment is conducted and documented 
according to the following: 
 
1. Deans/Directors who have or who anticipate a vacancy will forward a completed Vacancy 

Posting Request Form (VPRF) to the Human Resources Director. It is recommended that 
the Human Resources Office must be notified of the opening or anticipated opening at 
least forty-five (45) days prior to the date the position is scheduled to be filled. The 
Human Resources Director will be responsible for the following: (a) submitting a 
completed VPRF to the President for signature and posting approval; (b) releasing an 
approved notice of the vacancy to obtain applications; (c) returning a copy of the 
approved VPRF to the requesting official; and (d) releasing an approved job 
announcement to the media and other sources to obtain applications. Applicants may 
solicit information about position vacancies through the Human Resources Office. 

2.   Position announcements for faculty to be filled internally will be posted for fifteen (15) 
calendar days in the Human Resources Office and the office requesting the position.  
Position announcements for faculty to be filled externally will be posted forty-five (45) 
calendar days prior to filling the position in the Human Resources Office and in selected 
newspapers and/or journals. 

3.   Applicants for a faculty position shall respond to the position announcement by 
completing a Coahoma Community College application, submitting a resume containing 
academic and employment information and an official transcript. The Human Resources 
Director shall receive all applications and review for completeness and forward to the 
Selection Committee at the appropriate time. Applications shall be considered active for 
six (6) months and may be renewed by written request to the Human Resources Office.  
Applications which are inactive will be retained for a period of one year. 

 
4.1.2 APPLICATION SCREENING AND INTERVIEWING  

 
1.   The President shall appoint a Selection Committee and its chairperson to perform final 

selection of applicants to be interviewed. 
 2.  The Selection Committee will ensure that all applications received are evaluated in a 

nondiscriminatory manner. The committee chairperson will ensure that all interviews are 
recorded on an Applicant Interview Form and documented for inclusion with final 
recommendations. The committee will select the best qualified candidate for the vacancy.  
The Selection Committee chairperson will communicate the committee’s 
recommendation to the appropriate dean/directors and ultimately to the President for 
filling the vacancy. 

3.  The President may accept or reject the committee’s recommendation.  If approved, the 
President will recommend employment of the selected applicant to the Board of Trustees 
who may accept or reject the President’s recommendation. Subsequent to action by the 
Board of Trustees, the President will advise the dean/director, Business Manager, 
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committee chairperson, and Human Resources Director of the Board of Trustees’ 
decision. The dean/director will contact the successful applicant. 

4.  The committee conducting the interview shall not make a definite commitment at the time 
of the interview concerning the position or salary. Discussion of salary will be limited to a 
salary range rather than to a specific figure, pending verification of degree and 
experience. 

5.  The committee chairperson or Human Resources Director will notify by letter those 
individuals who were interviewed but not selected for employment. 

 
  4.1.3 SELECTION AND HIRING 

 
1.  Once the interview process is completed, the dean/director initiating the VPRF shall 

carefully review the results of the interview, qualifications of applicants, and other 
pertinent information. The dean/director shall (1) sign the form accepting the Selection 
Committee’s recommendations, (2) forward the applicants’ file to the Human Resources 
Office, (3) confer with the Business Manager on availability of funds for salary, (4) when 
external grants are involved, confer with the coordinator for availability and allowable use 
of funds, and (5) recommend to the President the salary, specific position, and terms of 
employment. 

2.  When approved by the President, a contract will be issued by the dean/director initiating 
the job vacancy. The applicant will be required to report to the Human Resources Office 
on or before the first day of employment to complete necessary employment forms. 

3.  Once the contract has been released for signature, the prospective employee has ten 
(10) days to sign and return the contract to the appropriate dean/director. The 
dean/director will be responsible for forwarding the signed contract to the President’s 
Office. After ten (10) days, an unsigned contract shall be null and void and the position 
will be considered unfilled.  At the discretion of the dean/director, the position may be re-
advertised or offered to the next applicant of rank. 

4.  Any appointments to academic positions are contracted for one (1) academic year and do 
not imply automatic reappointment. 

5.  A faculty member hired under federally funded programs is issued a contract only after 
the President receives official notification that such programs have been funded for the 
ensuing school year. 

 
4.1.4 ADJUNCT FACULTY HIRING 
 

  Due to the constant changing demand for courses, adjunct faculty members are employed as 
needed to teach specific courses. Adjunct faculty members are hired only for the duration of the 
course with the understanding that they will be given consideration for re-hiring, as the demand 
for their services becomes available. Adjunct faculty members are selected by the dean/director. 
The department chairpersons render some assistance in making selections. 
 
4.1.5 EMERGENCY HIRING PROCEDURES 

 
Under certain circumstances, emergency hiring may dictate an immediate replacement of an 
employee to continue departmental or academic functions. An emergency is defined as an 
unscheduled resignation/termination, serious and/or extended illness or death of an employee. 

 
1.  The dean/director in coordination with department chairpersons and/or directors will 

document the emergency conditions on the VPRF, indicating reasons necessitating 
suspension of regular hiring procedures. The requesting official will forward the 
completed form to the Human Resources Director. The Human Resources Director will 
submit the completed form to the President for signature and posting approval. 
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2.  Application screening and interviews under emergency hiring will be conducted by the 
dean/director. 

 
4.1.6 TRANSFERS 
  
The President of the College may change the nature, location, and specific duties of any member 
of the faculty whenever such action is in the best interest of the College. 

 
4.2 FACULTY TENURE 
 

The laws of the State of Mississippi make no provision for tenure. All contracts and length of 
employment are for a period of one year. Contract renewals are at the discretion of the Board of 
Trustees upon recommendation by the President.  

 
4.3 ACADEMIC FREEDOM 

 
Coahoma Community College believes that its instructors must have the freedom to explore basic 
ideas, concepts, beliefs, etc., concerning the subject matter with the students. However, in all 
inquiry, it is expected that instructors will observe the mission and goals of Coahoma Community 
College as stated in this manual and the college catalog. 
 
Faculty members should realize that academic freedom does not grant academic license. Each 
instructor is responsible for his actions as an instructor and as a private citizen. As a private 
citizen, however, his conduct should not reflect in a negative way on Coahoma Community 
College or on his role as an instructor.    

 
4.4 FACULTY-ADVISOR PROGRAM 
 

Each faculty member is an important educational advisor within the particular disciplines. Faculty 
members should be aware of curriculum needs of assigned advisees and counsel students 
accordingly. 

 
4.5 ACADEMIC PREPARATION  
 

All teaching faculty at Coahoma Community College must have special competency in the field(s) 
in which they teach. Competence may be gained by extensive work experience in the teaching 
field(s) or in a professional practice that is of demonstrable quality. In all academic areas, a 
master’s degree or a master’s degree in an unrelated area with 18 graduate semester hours in 
the teaching field is considered the minimum requirement. In specialized, professional, technical, 
or vocational fields, evidence of professional competence is acceptable in lieu of formal academic 
preparation. This competence must be based upon appropriate specialized training or successful 
experience as a practitioner in the occupational field. 
 

      The State Department of Education, Career-Technical Division, requires that all teachers in 
career-technical education be certified and keep certification current. On file in the dean/directors 
and Human Resources Office is a set of regulations for certification and renewal of certificates. It 
is the responsibility of each instructor to earn the proper number of credits and to see that his 
certificate is kept current. 

 
4.6  PERSONNEL RECORDS 
 

Full-time and adjunct faculty members are responsible for submitting the following information to 
the Human Resources Office prior to the beginning of the term: 
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1. Coahoma Community College Application Form; 
2. Brief resume of educational or work experience; 
3. Copies of professional status certification(s); 
4. Employees Withholding Allowance Certificate (W-4); 
5. An official transcript(s) from all colleges and universities in which credits and degrees 

have been earned; (The transcripts must be “Official” with the college seal clearly visible. 
Transcripts released as student copies are not acceptable. Transcripts should be mailed 
to the Coahoma Community College Human Resources Office, Administration Building, 
3240 Friars Point Road, Clarksdale, Mississippi  38614 from the degree/credit-granting 
institution); 

6. Letters from present and/or past employers verifying years of work experience related to 
the field of instruction may be requested; 

7. Completed I-9 Verification Form with copies of two ID’s (Drivers License, Social Security 
Card, and/or Birth Certificate).  

 
4.7 EVALUATION OF FACULTY 

 
Coahoma Community College’s faculty evaluation system is designed to evaluate individual 
performances, promote professional growth and development, and improve the effectiveness of 
the instructional program. Each faculty member will be evaluated according to the following 
procedures: 
 
1. Student Evaluation of Instructional Faculty: Students will evaluate faculty with the 

Student Evaluation of Instructional Faculty survey instrument. Two classes will evaluate 
full-time faculty; one class will evaluate part-time faculty. Immediate supervisors will 
share results with faculty during the faculty evaluation follow-up conferences. The 
instructional deans will share results with the instructional chairs and directors during the 
follow-up conferences, if applicable. 

 
2. Performance Appraisal for Instructional Faculty: Immediate supervisors will evaluate 

faculty with the Performance Appraisal of Instructional Faculty survey instrument. 
Immediate supervisors will share results with faculty during the faculty evaluation follow-
up conferences. Copies of this form will be given to each faculty member and filed in the 
Office of Academic Affairs or the Office of Career-Technical Education. 

 
3. Performance Appraisal of Instructional Department Chairs or Directors: The 

instructional deans will evaluate instructional department chairs and directors with the 
Administrator and Support Staff evaluation form. The instructional deans will share 
results with the instructional chairs and directors during the evaluation follow-up 
conferences. Copies of this form will be given to the instructional chairs/directors and filed 
in the Office of Academic Affairs or the Office of Career-Technical Education. 

 
4. Evaluation Follow-up Conference with Instructional Faculty: Immediate supervisors 

will schedule an evaluation follow-up conference with each faculty member. During this 
conference, the immediate supervisor will share results of the student evaluations and 
the performance appraisal with the faculty member. The immediate supervisor and 
faculty member will discuss strengths and deficiencies, short and long-range goals to 
improve strengths and remediate any deficiencies, and make recommendations for 
professional growth and development.  

 
5. Evaluation Follow-up Conference with Instructional Chairs/Directors: The 

instructional deans will schedule an evaluation follow-up conference with each 
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instructional department chair and director. During this conference, the instructional 
deans will share results of the student evaluations, if applicable, and the performance 
appraisal with the department chair or director. The appropriate instructional dean and 
faculty member will discuss strengths and deficiencies, short and long-range goals to 
improve strengths and remediate any deficiencies, and make recommendations for 
professional growth and development. 

 
4.8 EVALUATION OF PROFESSIONAL LIBRARIANS 
 

Professional librarians shall be defined as having faculty status and will be evaluated annually 
according to the following procedures: 

 
1. Performance Appraisal of Professional Librarians: The Director of Library Services 

will evaluate the library staff with the Administrator and Support Staff evaluation form. 
The Director of Library Services will share results with library staff during the evaluation 
follow-up conferences. Copies of this form will be given to each librarian and filed in the 
Office of Academic Affairs. 

 
3. Performance Appraisal of the Director of Library Services: The Dean of Academic 

Affairs will evaluate the Director of Library Services with the Administrator and Support 
Staff evaluation form. The Academic Dean will share results with the Director of Library 
Services during the evaluation follow-up conference. Copies of this form will be given to 
the Director of Library Services and filed in the Office of Academic Affairs. 

 
4. Evaluation Follow-up Conference with Professional Librarians: The Director of 

Library Services will schedule an evaluation follow-up conference with each library staff 
member. During this conference, the Director of Library Services will share results of the 
performance appraisals. The Director of Library Services and library staff will discuss 
strengths and deficiencies, short and long-range goals to improve strengths and 
remediate any deficiencies, and make recommendations for professional growth and 
development.  

 
5. Evaluation Follow-up Conference with the Director of Library Services: The Dean of 

Academic Affairs will schedule an evaluation follow-up conference with the Director of 
Library Services. During this conference, the Academic Dean will share results of the 
performance appraisal. The Academic Dean and Director of Library Services will discuss 
strengths and deficiencies, short and long-range goals to improve strengths and 
remediate any deficiencies, and make recommendations for professional growth and 
development.   

 
4.9 CHECKOUT PROCESS, REAPPOINTMENT, CONTRACT RENEWAL, NON-RENEWAL OF  
 CONTRACT, TERMINATION, AND RESIGNATIONS OF FACULTY 

 
4.9.1 CHECKOUT PROCESS 
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Proper checkout must occur for all employees ending their position with the College before the 
Business Office will issue the last check to the employee. The Employee Checklist must be 
secured from the Human Resources Office. Once the checklist has been signed by the 
appropriate person, it shall be returned to the Human Resources Office by the employee.  
Retirement papers cannot be processed until the checkout process has been completed 
 
4.9.2 REAPPOINTMENT 
 
After reappointment, the dean/directors will consult with the designated chairpersons and submit 
written evaluations and recommendations for all reappointments. Dean/directors will submit 
written reappointment recommendations to the President for subsequent referral to the Board of 
Trustees for final action. 

 
 4.9.3 CONTRACT RENEWAL 

 
Contractual employees shall be issued notification of contract renewal no later than May 8. (New 
12/2000)         
 
4.9.4 NON-RENEWAL OF CONTRACT 
 
Professional level employees desiring reemployment, but not recommended for reemployment 
shall be notified in writing. This written notification shall include reasons for non-renewal of 
contract.  
 
4.9.5 TERMINATION OF FACULTY 
 
1. At any time, the President may terminate a faculty member for “cause.” Cause is defined  
 as conduct by the faculty member, which indicates mental or physical incapacities,   

incompetence, dereliction of duty, immoral or unprofessional conduct, malfeasance, 
insubordination, or any matter deemed urgent by the president.  Decrease in total student 
enrollment or decrease in divisions, specific instructional programs, or classes shall be 
cause for faculty dismissal. 

2. The faculty member’s right to academic freedom, in and of itself, shall not be considered 
cause for termination. 

3. Faculty members who are to be terminated for cause will be notified in writing of this 
decision by the president.  This written notification shall include the reason(s) for the 
termination as well as notice to the faculty member of his/her right to appeal the decision 
as outlined in the Due Process and Grievance Procedure of this manual. 

                                                                                                     
4.9.6 RESIGNATIONS 

 
 Any faculty member who wishes to be released from his contract must give at least a 30-day 

written notice to his immediate supervisor. The decision to release an employee from his/her 
contract must be accepted and approved by the President and the Board of Trustees. (Revised 
12/2000) 
 

4.10 FULL-TIME FACULTY 
 

4.10.1 DEFINITION 
 
A full-time faculty member is one with a normal teaching load as defined by the College.  
Individual instructors may be allowed to teach a reduced load without losing full-time status when 
assigned other duties. Professional librarians shall be considered as full-time faculty. 
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 4.10.2 RESPONSIBILITIES 

 
Each faculty member at Coahoma Community College must:   
 
 1. Teach the subject matter of assigned courses as outlined in the college catalog;   
 2. Cultivate in the students a proper attitude toward college both in and out of the classroom 

through emphasizing good citizenship, respect for the rights of others, and respect for 
school property; 

 3. Strive constantly to improve the methods, content and value of each course taught, while 
keeping in mind the diversity of the students present and future needs; 

 4. Accept and carry out both extra-curricular and other duties assigned by the 
administration; 

 5. Attend all faculty and division meetings called by the appropriate administrator; 
 6. Give tests on the days assigned by the examination schedule; 
 7. Grade and return all assignments promptly to the students; 
 8. Establish and post student conferences hours on office door; 
 9. Refer students for counseling and testing services when appropriate; 
10. Behave in such a manner in all circumstances as to uphold the highest standards of 

professionalism in order to project a positive image as a representative of the College; 
11. Teach each class for the entire period; 
12. Provide suggestions and recommendations for decision making and planning through 

appropriate channels; 
13. Provide the dean/director a copy of the current syllabus for each course taught; 
14. Adhere to all timetables as established by the administrator, particularly with regard to the 

reporting of grades and the completion of committee assignments; 
15. Assume responsibility for safe and proper use of equipment and supplies; 
16. Enforce the College’s rules against use of tobacco or the practice of eating or drinking in 

the classroom; 
17. Maintain accurate attendance records and comply with the policy for reporting of 

absences; 
18. Serve as an advisor to students in a specific major as assigned by the dean/director and 

keep abreast of changes in the transfer requirements for particular majors; 
19. Maintain a classroom environment that is conducive to learning; all discipline and/or 

behavioral problems must be dealt with according to the policy as outlined in the Student 
Handbook; 

20. Maintain an inventory of assigned equipment in accordance with the internal control 
policy; 

21. Submit requisitions for books and other supplies; 
22. Support extra-curricular activities of the College. 
 
4.10.3 HOURS OF WORK 

 
All full-time faculty members shall be required to spend a minimum of 35 hours per week in 
instruction, professional growth and development, committee assignments, class preparation, 
student conference hours, and other assigned duties. Each faculty member must post student 
conference hours and maintain office hours in keeping with the following guidelines: 
 
1. Proper notification must be posted on the instructor’s door; 
2. Each instructor must schedule a minimum of two student conference hours per day on 

campus as approved by the department chairperson; 
3. At no time may an instructor neglect responsibilities to students or responsibilities 

assigned by the College; 
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4. Each instructor’s office hours are subject to approval by the department chairperson; 
5. Approved hours will be kept on file in the department chairperson’s office and the 

respective dean’s or director’s office; 
6. Teaching a reduced load to assume special assignments does not decrease the number 

of office hours; 
7. Teaching an overload for pay does not decrease the number of office hours; 
8. Hours for 12-month faculty will be a minimum of 40 hours per week; 
9. Any deviation from posted hours must be approved by the department chairperson.   
 
4.10.4 TEACHING LOAD 

 
The normal teaching load for full-time academic instructors is 15-17 semester credit hours which 
may include evening classes and/or on-line classes. Two hours of lab work equals one credit 
hour. 
 
Twenty contact hours per week is considered a minimum teaching load for the technical faculty, 
and 30 contact hours per week is considered a minimum load for the vocational faculty. The 
teaching load may be higher in some career-technical programs depending on the various 
factors involved such as State Board requirements. The normal load for each career-technical 
program will be determined by the Dean of the Career-Technical Division. 

 
Assignments to teach classes over seventeen (17) semester hours during the regular workday 
shall be made by immediate supervisors subject to approval of the Academic Dean, Dean of 
Career-Technical Education, and President. Additional compensation will be made to those 
accepting such assignments. No full-time faculty will be allowed to teach more than two (2) 
evening classes. This is applicable to Coahoma Community College faculty as well as faculty 
employed by other school districts. Coahoma Community College full-time faculty with fewer than 
17 semester hours will be assigned to evening classes or on-line classes with no additional 
compensation. 

 
 4.10.5 FACULTY MEETINGS  

 
Faculty meetings will be called at the discretion of the Academic Dean or Career-Technical 
Dean. Attendance at all faculty meetings is expected. Faculty members will have ample 
opportunity to request that specific items for discussion be included on the agenda prior to each 
faculty meeting. Free and open discussion is encouraged at all times on all items of business. 

 
4.10.6 PROFESSIONAL GROWTH AND DEVELOPMENT   

        
  Coahoma Community College recognizes the importance of professional growth and 

development and supports faculty endeavors in the following ways: 
 
 1.          Encouraging attendance at professional meetings and workshops; 
 2. Providing money for travel for the pursuit of these endeavors within limits set by each 

division’s respective budgetary allotment; 
 3. Granting leave according to established policy; (See Faculty/Staff Development 

Agreement in form section) 
 4. Permitting the pursuit of further studies by making feasible accommodations in the 

scheduling of classes at the discretion of the dean/director or President; 
 5. Providing facilities for on-campus workshops, seminars, and classes; 
 6. Sponsoring a Tuition Remission Program that enables eligible employees to enroll in 

courses at the College in order to enhance professional growth and development; (See 
Tuition Remission Program in Personnel Policies and Procedures section)  
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 7. Encouraging Career-Technical faculty to take courses or workshops required for 
certification to continue employment. 

 
Faculty members are encouraged to affiliate themselves with professional organizations in their 
specialized fields of study, as well as with state and national educational associations. Faculty 
members should also keep abreast of changing developments in specialized career and technical 
fields through publications of various learned societies and professional organizations.   
 
Faculty members are responsible for documenting professional growth and development annually 
on the Professional Growth and Development Form. (See Professional Growth and Development 
form in form section) 
 
4.10.7 ABSENCES AND LEAVE 
 
1.  ABSENCES FROM CLASS 
 

When a faculty member is unable to report to work, he should alert the appropriate 
dean/director as soon as possible. For an anticipated absence the instructor will propose 
a plan to the appropriate dean/director. For an unanticipated absence the dean/director 
should make emergency arrangements. For a prolonged absence necessitating the 
employment of a substitute, the faculty member must make arrangements through the 
office of the appropriate dean/director. The absence of any faculty member should be 
reported to the appropriate dean/director within 24 hours using the Absence Report 
Form.  

 
2.  PROFESSIONAL LEAVE AND TRAVEL 

Within one week following completion of travel or professional leave, a faculty member 
should submit a Professional Leave and Travel Report to the office of the appropriate 
dean/director. This report will include any new or innovative ideas or methods which 
could possibly be implemented at the institution, a list of activities, outstanding speakers 
and topics, and a brief summary to include personal reflections, comments, and opinions 
of the professional development or meeting. 
 
 
 
 

 
4.11 ADJUNCT FACULTY 
 

4.11.1 DEFINITION 
 
1. Adjunct faculty members are those employees of the college who teach less than a 

normal load as defined in the Full-Time Faculty section. 
2. Adjunct faculty members are required to possess the same academic credentials and 

qualifications as full-time faculty. The supervision, orientation, and evaluation of adjunct 
faculty are primarily the responsibility of the department chairperson. 

3. Adjunct faculty must schedule student conference hours for the purpose of meeting with 
students. 

 
 4.11.2 RESPONSIBILITIES  

 
  Each adjunct faculty member at Coahoma Community College must: 
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  1. Assume responsibility not only for teaching subject matter but also for emphasizing good 
citizenship, respect for the rights of others, respect for school property, and the proper 
attitude toward college both in and out of the classroom; 

  2. Strive constantly to improve the methods, content, and value of each course he teaches;  
  3. Strive to understand the students he teaches and their needs for the present and the 

future; 
4.       Meet each class as scheduled; 
5.       Attend faculty meetings when possible; 
6.    Give examinations on the days assigned by the official examination schedule; 
7.    Establish office hours immediately before or after a class for student conferences; 
8. Make use of counseling and testing services when needed; 
9. Provide instruction for the full class period; 
10. Use the official syllabus for the course taught; 
11. Communicate in writing the instructor’s individual requirements for the course taught, 

including a course grading scale;  
12.  Adhere to all timetables established by the appropriate administrator, particularly with 

regard to reporting of grades and completion of assignments; 
   13. Assume responsibility for safe and proper use of equipment and supplies; 
  14. Enforce the College’s rules for no smoking, eating, or drinking in classroom; 
  15. All discipline and/or behavior problems should be referred to the office of the Dean of 

Student Affairs; 
  16. Notify the appropriate administrator when unable to be in class so that acceptable 

arrangements can be made for the students to receive instruction. 
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SECTION V:  NON-FACULTY POLICIES 
 

 
5.1      SELECTION OF NON-FACULTY (ADMINISTRATORS, STAFF, AND SUPPORT STAFF)    
 

Coahoma Community College defines non-faculty members as administrators, staff, and support 
staff. Selection of non-faculty members at Coahoma Community College is made by a systematic 
process designed to assure that the best qualified person available is employed whenever there 
is a vacancy. 
 
5.1.1 RECRUITING  
 

 1. When a non-faculty administrative, staff, or support staff position becomes available, the 
administrator in that division will notify the Human Resources Office by completing the 
Vacancy Posting Request Form (VPRF). The VPRF should contain the items listed 
below: 

   a. Title of the position to be filled 
   b. Description and qualifications of the announced position 
   c. Salary range 
   d. Deadline date for receipt of the application 
   e. Date of employment 
   f. Signatures of the department chairperson, dean, directors, and/or President 
 
 2. Position announcements for administrative positions to be filled internally will be posted 

for fifteen (15) calendar days in the Human Resources Office. Position announcements 
for administrative positions to be filled externally will be posted thirty (30) calendar days 
prior to filling the position in the Human Resources Office, in selected newspapers, 
and/or journals. 

 3. Position announcements for staff and support staff to be filled internally will be posted for 
ten (10) calendar days on the Human Resources Office bulletin board. Position 
announcements for support staff to be filled externally will be posted for ten (10) calendar 
days in the Human Resources Office and in selected newspapers. 

 4. Applicants for an administrative position shall respond to the position announcement by 
completing a Coahoma Community College application, submitting a resume containing 
academic and employment information, official transcripts, and three (3) letters of 
reference. The Human Resources Director shall receive all applications and review for 
completeness and forward to the Selection Committee at the appropriate time. 
Applications shall be considered active for six (6) months and may be renewed by written 
request to the Human Resources Office.  Applications, which are inactive, will be retained 
for a period of one year. 

 
5.2 ADMINISTRATIVE PERSONNEL 
 

5.2.1 APPLICATION SCREENING AND INTERVIEWING  
 
1.  The President shall appoint a Selection Committee and its chairperson to perform final 

screening and selection of applicants to be interviewed. The Selection Committee will 
ensure that all applications received are evaluated in a nondiscriminatory manner. The 
committee chairperson will ensure that all interviews are recorded on an Applicant 
Interview Form and documented for inclusion with final recommendations. The committee 
will select the best qualified candidate for the vacancy. The Selection Committee 
chairperson will communicate the committee’s recommendation to the appropriate dean, 
director, or the President for filling the vacancy. 
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2.  The President may accept or reject the committee’s recommendation. If approved, the 
President will recommend employment of the selected applicant to the Board of Trustees. 
Subsequent to action by the Board of Trustees, the President will advise the dean, 
director, Business Manager, committee chairperson, and Human Resources Director of 
the Board of Trustees’ decision. The dean/director will contact the successful applicant. 

3.  The committee conducting the interview shall not make a definite commitment at the time 
of the interview concerning the position or salary. Pending verification of degree and 
experience, discussion of salary will be limited to a salary range rather than to a specific 
figure. 

4.  The committee chairperson or Human Resources Director will notify by letter those 
individuals who were interviewed but not selected for employment. 

 
  5.2.2 SELECTION AND HIRING 

 
 1.  Once the interview process is completed, the official initiating the VPRF shall carefully 

review the minutes of the interview, qualifications of applicants, and other pertinent 
information. The official shall (1) sign the form accepting the Selection Committee’s 
recommendations, (2) forward the applicant’s file to the Human Resources Office, (3) 
confer with Business Manager on the availability of funds for salary, (4) confer with the 
coordinator for availability and allowable use of funds when external grants are involved, 
and (5) recommend to the President the salary for the position and terms of employment. 

 2.  When approved by the President, a contract will be issued via the official initiating the job 
vacancy. The applicant will be required to go to the Human Resources Office on or 
before the first day of employment to complete necessary employment forms. 

 3.  Once the contract has been released for signature, the prospective employee has ten 
(10) days to sign and return it to the appropriate official. The official will be responsible for 
forwarding the signed contract to the President’s Office.  After ten (10) days an unsigned 
contract shall be null and void and the position will be considered unfilled. At the 
discretion of the official, the position may be re-advertised or offered to the next applicant 
of rank. 

 4.  Any appointments to administrative positions are contracted for one (1) academic year 
and do not imply automatic reappointment. 

 5.  Administrative personnel hired under federally funded programs are issued a contract 
only after the President receives official notification that such programs have been funded 
for the ensuing school year. 

 
 5.2.3 RESIGNATIONS 
 

Any administrative employee who desires to resign may do so by submitting written notification to 
the President with copies to the supervisor and the Human Resources Office at least thirty (30) 
days prior to the desired termination date. In all cases involving the resignation of employees, the 
President has the authority to set the actual termination date and other conditions of separation in 
accordance with the needs of the College. 

 
5.3 STAFF AND SUPPORT STAFF 
 

5.3.1     APPLICATION SCREENING AND INTERVIEWING 
 
1.  The Human Resources Director shall receive all applications and review for 

completeness. Applicants with completed application files will be referred to the 
appropriate administrator for interview. 

2.  When an interview is completed, the administrator shall complete the Interview Form for 
the applicant’s file. 
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3.  The administrator conducting the interview shall not make a definite commitment at the 
time of the interview concerning the position or salary. The discussion of salary will be 
limited to a salary range rather than a specific figure, pending verification of degree 
and/or work experience. 

 
5.3.2 SELECTION AND HIRING 
 

 1.  Once the interview process is completed, the dean/director initiating the VPRF shall (1) 
sign the form accepting the Selection Committee’s recommendations, (2) forward the 
applicant’s file to the Human Resources Office, (3) confer with Business Manager on 
availability of funds for salary, (4) confer with the coordinator for availability and allowable 
use of funds when external grants are involved when external grants are involved, and 
(5) recommend to the President the salary for the position and terms of employment. 

 2.  When approved by the President, a contract will be issued via the official initiating the job 
vacancy. The applicant will be required to go to the Human Resources Office on or 
before the first day of employment to complete necessary employment forms. 

 3.  Staff hired under federally funded programs will be notified of re-employment only after 
the President receives official notification that such programs have been funded for the 
ensuing school year. 

 
 5.3.3 RESIGNATIONS 

 
Any staff member who desires to resign may do so by submitting written notification to the 
President with copies to the supervisor and the Human Resources Office at least two (2) weeks 
prior to the effective date of termination. In all cases involving the resignation of employees, the 
President has the authority to set the actual termination date and other conditions of separation in 
accordance with the needs of the college. 

 
5.4 TERMINATION OF NON-CONTRACTUAL EMPLOYEES 
 

The President has the right to terminate a non-contractual employee at will upon written notice to 
the employee with no cause required. 

 
5.5 CHECKOUT PROCESS 
 

Proper checkout must occur for all employees ending their position with the College before the 
Business Office will issue the last check to the employee. The Employee Checklist must be 
secured from the Human Resources Office. Once the checklist has been signed by the 
appropriate person, it shall be returned to the Human Resources Office by the employee.  
Retirement papers cannot be processed until the checkout process has been completed. 

 
5.6        EMERGENCY HIRING PROCEDURES 

 
Under certain circumstances, emergency hiring may dictate an immediate replacement of an 
employee to continue regular functions of the College. An emergency is defined as an 
unscheduled resignation/termination, serious and/or extended illness, or death of an employee. 

 
1.  The dean/director in coordination with department chairpersons and/or directors will 

document the emergency conditions on the VPRF, indicating reasons necessitating 
suspension of regular hiring procedures. The requesting official will forward the 
completed form to the Human Resources Director. The Human Resources Director will 
submit the completed form to the President for signature and posting approval. 
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2.  Application screening and interviews under emergency hiring will be conducted by the 
dean/director. 

 
The President of the College may declare an emergency and fill a position immediately in cases 
where such action is in the best interest of the College. 

 
5.7       TRANSFERS 
 

The President of the College may change the nature, location, and specific duties of any 
employee at his discretion whenever such action is in the best interest of the College. 

 
5.8       PROFESSIONAL GROWTH AND DEVELOPMENT 
 

Coahoma Community College recognizes the importance of professional growth and 
development and supports endeavors by the administration, staff, and support staff in the 
following ways: 

 
 1.          Encouraging attendance at professional meetings and workshops; 
 2. Providing money for travel for the pursuit of these endeavors within limits set by each 

division’s respective budgetary allotment; 
 3. Granting leave according to established policy;  
 4. Providing facilities for on-campus workshops, seminars, and classes; 
 5. Sponsoring a Tuition Remission Program that enables eligible employees to enroll in 

courses at the College in order to enhance professional growth and development; (See 
Tuition Remission Program in Personnel Policies and Procedures section) 

 
Non-faculty employees are encouraged to affiliate themselves with professional organizations in 
their specialized fields of study, as well as with state and national associations. Non-faculty 
members should also keep abreast of changing developments in specialized career and technical 
fields through publications of various learned societies and professional organizations.   
 
Non-faculty members are responsible for documenting professional growth and development 
annually on the Professional Growth and Development Form. (See Professional Growth and 
Development form in form section) 

 
5.9 EVALUATION OF NON-FACULTY 

 
Coahoma Community College’s non-faculty evaluation system is designed to evaluate individual 
performances, promote professional growth and development, and improve the effectiveness of 
the instructional and/or non-instructional programs.  
 
5.9.1    EVALUATION OF ADMINISTRATORS 

 
 1. Performance Appraisal of Administrators: Immediate supervisors will evaluate 

administrators with the Administrator and Support Staff evaluation form. Immediate 
supervisors will share results with administrators during the evaluation follow-up 
conferences. Copies of this form will be given to the administrator and filed in the 
immediate supervisor’s office. 

 
 2. Evaluation Follow-up Conference with Administrators: Immediate supervisors will 

schedule an evaluation follow-up conference with each administrator. During this 
conference, the immediate supervisor will share results of the performance appraisal with 
the administrator. The immediate supervisor and administrator will discuss strengths and 
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deficiencies, short and long-range goals to improve strengths and remediate any 
deficiencies, and make recommendations for professional growth and development.  

 
5.9.2 EVALUATION OF STAFF AND SUPPORT STAFF 

 
 1. Performance Appraisal of Staff and Support Staff: Immediate supervisors will 

evaluate staff and support staff with the Administrator and Support Staff evaluation form.  
Immediate supervisors will share results with the staff during the evaluation follow-up 
conferences. Copies of this form will be given to the staff member and filed in the 
immediate supervisor’s office. 

 
 2. Evaluation Follow-up Conference with Staff and Support Staff: Immediate 

supervisors will schedule an evaluation follow-up conference with each staff member. 
During this conference, the immediate supervisor will share results of the performance 
appraisal with the staff member. The immediate supervisor and staff member will discuss 
strengths and deficiencies, short and long-range goals to improve strengths and 
remediate any deficiencies, and make recommendations for professional growth and 
development.  
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SECTION VI: STANDARDS OF CONDUCT, DISCIPLINARY ACTIONS,  
GRIEVANCE AND DUE PROCESS PROCEDURES  

 
 

6.1       STANDARDS OF CONDUCT AND PERFORMANCE 
 

Employees of Coahoma Community College are expected to maintain work practices which 
reflect a commitment to excellence. This commitment should be demonstrated by job 
performance and compliance with professional standards as established by the policies and 
procedures described in this manual. All employees of the Institution are required to abide by the 
policies and procedures included in this Manual as well as other rules and regulations which may 
be established by the President or the Board of Trustees. Any employee who violates or neglects 
to follow a policy, rule, or regulation of the Institution is subject to disciplinary action. 

 
6.2 EMPLOYEE REPRIMANDS AND OTHER DISCIPLINARY ACTIONS 

 
The Institution, through its President and persons as designated by the President, reserves the 
right to impose discipline. The specific actions that may warrant disciplinary action include, but 
are not limited to, the following list:  
 
1. Insubordination or willful disregard of a directive; 
2. Willful falsification of College records; 
3. Willful disregard of safety instructions; 
4. Unauthorized removal, possession, or destruction of College property; 
5. Poor work performance; 
6. Use of profane or abusive language; 
7. Violation of any policies set forth in this Manual; 
8. Working in an unsafe manner which results in accident or injury; 
9. Other actions deemed by the supervisor to require disciplinary action. 
 
Possible disciplinary actions include, but are not limited to, verbal reprimands, written reprimands, 
suspension without pay, demotions, transfers, and termination of employment. The specific 
disciplinary action to be taken will depend on the nature and extent of the offense, the employee’s 
previous record, and such other factors as deemed relevant by the President. 
 
Any employee targeted for suspension without pay, demotion, or dismissal will be given written 
notice of the intended disciplinary action. The notice will contain a listing of the grounds for the 
disciplinary action. In extraordinary circumstances as determined by the President, an employee 
may be suspended immediately with pay, pending preparation and service of the notice 
referenced in this section. 
 

6.3 GRIEVANCE PROCEDURES AND DUE PROCESS 
 

The Institution recognizes the right of a contractual employee to a fair hearing with regard to 
grievances concerning employment, retention, performance evaluation, suspension, demotion, 
dismissal, promotion, salary, working conditions, assigned duties. The grievance procedures shall 
consist of the following progressive steps: 
 
1. Step 1: Within ten business days of the incident or situation forming the basis of the 

complaint, the persons involved in the complaint are to meet and try to resolve the 
problem. If this fails or if such a meeting is deemed unlikely to produce a mutually 
satisfactory conclusion based upon the previous contacts, the aggrieved party should 
move to Step 2. 
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2. Step 2: Within fifteen business days of the incident, the employee should file a grievance 
in writing to his immediate supervisor. If the complaint involves the immediate supervisor, 
the employee should address the complaint to the next level of supervision. Complaints 
or grievance must be filed on a Grievance Form which may be obtained from the Human 
Resources Office or in the form section of this handbook. The parties named in the 
complaint have two business days to accept the decision or appeal to the next level 
administrator. Failure to respond constitutes acceptance of the decision rendered. 

3. Step 3: If Step 2 does not satisfactorily resolve the grievance, the employee may appeal 
to his supervisor’s immediate superior within five (5) days of receiving a decision from his 
immediate supervisor. This appeal should be initiated by forwarding a copy of the written 
grievance. The parties named in the complaint have two business days to accept the 
decision or appeal to the next level administrator. Failure to respond constitutes 
acceptance of the decision rendered. 

4. Step 4: If Step 3 does not satisfactorily resolve the grievance, the employee may appeal 
by forwarding a written request for appeal along with a copy of the grievance to the 
Human Resources Director within five business days after the completion of Step 3. The 
Human Resources Director will coordinate presentation of the appeal to the President. 
The President will have five business days to attempt to resolve the grievance and/or 
schedule a hearing before the Grievance Committee. The Grievance Committee will have 
five business days to meet and reach a decision on the matter. The Grievance 
Committee will present a written report and recommendation within twenty-one (21) days 
to the President after the hearing is concluded. The President will make the final 
determination as to what actions, if any, be taken. The President shall communicate in 
writing the final actions to the employee and other necessary parties. 

 
6.3.1 GRIEVANCE HEARING COMMITTEE 

 
If the complainant or the respondent is not satisfied with the proposed remedial action, he has a 
right to a grievance hearing. A grievance hearing shall be heard by a three-member Grievance 
Hearing Committee and/or Hearing Officer as appointed by the President. 
 
6.3.2 GRIEVANCE HEARING PROCEDURES 

 
If possible, each group of panel appointees shall include members of both sexes and ethnic/racial 
diversity. The Grievance Hearing Committee shall conduct its hearing in accordance with the 
following requirements:  
 
1. The committee chairperson shall schedule a date for the grievance hearing. 
2. The committee chairperson shall attempt to schedule hearing sessions only when at least 

three committee members are able to be present. If the committee decides, however, that 
the parties’ interests are best served by scheduling a session even when one of the 
committee members is not able to be present, then the absent member shall be 
responsible for reviewing the tape recordings of that session to become familiar with the 
evidence presented at that time.  

3. Attendance at any hearing shall be limited to the committee members and witnesses. 
4. The committee chairperson shall preside at all sessions, and any party or representative 

wishing to present evidence, examine witnesses, summarize evidence, or present 
arguments shall do so only with the consent of the chairperson. The committee shall 
tape-record sessions at which testimony is heard and shall allow controlled access to the 
tape for review or transcription by any party directly involved in the proceedings. The 
committee shall also keep summary minutes of its proceedings.  

5. The committee shall consider both oral testimony and written evidence. Upon receipt of 
any written statement or evidence provided by any party to the committee, the committee 
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shall promptly provide the other party with a copy of such material. The committee 
chairperson shall organize the hearing according to Format for Grievance Hearing 
located in the Form Section of this manual. 

6. The committee shall vote by secret ballot, and the committee chairperson shall vote on all 
questions. In order for the committee to find that a violation did occur, the complainant 
must show by the greater weight of the evidence that grievance did, in fact, occur. The 
vote required for committee action will be a simple majority of total number of votes 
eligible to be cast. Without disclosing actual tallies, all voting results and any 
recommendations of the committee shall be promptly made available in writing to the 
President. If the committee finds that a violation has occurred, the President shall be 
responsible for determining an appropriate administrative response.  
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SECTION VII: HARASSMENT AND NON-DISCRIMINATION 
POLICIES AND PROCEDURES 

 
 
 

7.1 NOTICE OF NON-DISCRIMINATION 
 
Coahoma Community College does not discriminate on the basis of race, color, national origin, 
sex, disability, or age in its programs and activities. The following person has been designated to 
handle inquiries regarding the non-discrimination policies: Evelyn Washington; Coordinator for 
Section 504/ADA, Title IX; 3240 Friars Point Road; Clarksdale, MS  38614; Telephone # 
(662)621-4148; Email: ewashington@coahomacc.edu; Office Location: 2nd Floor Whiteside Hall, 
Room #218. 

 
7.2 NON-DISCRIMINATION POLICY 
 

Coahoma Community College is committed to creating and maintaining a community/campus in 
which students, faculty, and staff can work in an environment free of all forms of harassment, 
exploitation, or intimidation. Harassment on the basis of race, color, religion, sex (including sexual 
harassment), national origin, age, disability, or veteran status is a form of discrimination in 
violation of the law and will not be tolerated. Harassment based on sexual orientation or group 
affiliation is prohibited by this policy and also will not be tolerated. 

 
All students, faculty, and staff are expected to adhere to this policy and will be held accountable 
for violating it. Coahoma Community College will respond promptly to all complaints of 
harassment and retaliation. Violations of this policy can result in serious disciplinary action up to 
and including expulsion for students or discharge for employees. 
 
Inappropriate relationships between staff and students will not be tolerated. If the administration 
becomes aware that a situation might exist between a staff member and a student, the 
administration is obligated to conduct an investigation. In addition, if there is a reasonable basis 
to believe that any type of sexual involvement has occurred between any employee and a student 
under the age of 18, the President is mandated to report the incident to the district attorney.  

 
7.3 DEFINITIONS  

 
Harassment is uninvited and unwelcome verbal or physical conduct directed at a person because 
of his or her race, color, religion, sex, national origin, age, disability, sexual orientation, or group 
affiliation that is either of the following: 
  
1. Quid Pro Quo Harassment: Quid Pro Quo harassment consists of unwelcome conduct 

when: 
 

a. Submission to such conduct is made either explicitly a term or condition of any 
individual’s employment, academic advancement, or receipt of a college service, 
and 

b. A tangible employment, academic, or provision of services action results from the 
person’s failure or refusal to submit to such conduct. 

 
2. Hostile Environment Harassment: Hostile environment harassment consists of 

unwelcome conduct when: 
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a. Such conduct has the effect of unreasonably interfering with an individual’s work 
or academic performance, thereby creating an intimidating, hostile, or offensive 
working or learning environment, and 

b. Such conduct is so objectively offensive as to alter the conditions of the person’s 
employment or academic advancement (conduct that a reasonable person would 
find hostile or abusive and one that the victim does in fact perceive to be so). 
Hostile environment harassment is usually repeated and unwanted behavior, 
although a sufficiently serious, isolated incident may constitute harassment. 

 
3. Complainant: The complainant is the party asserting an allegation of harassment 

against a specific person or persons. 
 

4. Respondent: The respondent is a party against whom an allegation of harassment is 
asserted.  

 
5. Retaliation: Retaliation is conduct intended as interference, coercion, restraint, or 

reprisal upon or against a complainant of harassment or one participating in the 
complaint resolution process. 

 
7.4  SEXUAL HARASSMENT DEFINED 
 

Coahoma Community College does not tolerate sexual harassment of employees and students. 
Sexual harassment may involve the behavior of a person of either sex against a person of the 
opposite or same sex, when the behavior falls within the following definition.  
 
Sexual harassment is defined as any unwelcome sexual advances, requests for sexual favors, or 
other verbal or physical conduct of sexual or gender-based nature, when: 
1. Submission to such conduct is made explicitly or implicitly a term or condition of an 

individual’s employment; 
2. Submission to or reflection of such conduct is used as the basis for employment 

decisions affecting that individual; 
3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or educational experience, or creates an intimidating, hostile, or 
offensive work or educational environment. 

 
If an alleged harasser in a sexual harassment case claims consent as a defense and the person 
was in a position of power or control over the complainant, the burden of proof on the issue of 
consent is on the alleged harasser.  
 
7.4.1 SEXUAL HARASSMENT ACTIONS 
 
Sexual harassment may include such actions as:  
 
1. Sexually-oriented verbal kidding, teasing, or joking; 
2. Repeated offensive sexual flirtations, advances, or propositions; 
3. Continued or repeated verbal abuse of a sexual nature; 
4. Graphic or degrading comments about an individual’s appearance; 
5. The display of sexually suggestive objects or pictures; 
6. Subtle pressure for sexual activity; 
7. Physical contact or blocking movement; 
8. Inappropriate phone calls, emails, text messages, etc.  

 
7.5 FALSE ALLEGATIONS 
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False accusations are prohibited by this policy. Adverse employment or student disciplinary 
action may be imposed on individuals for such behavior. However, failure to prove a claim of 
harassment is not equivalent to a false allegation. Punitive action against any person who 
complains of harassment is prohibited by law, except where knowingly false. 

 
7.6      CONFIDENTIALITY 
 

While confidentiality cannot be guaranteed, everyone involved in a harassment complaint is 
expected to treat all information given or received in connection with the filing, investigation, and 
resolution of allegations as confidential except to the extent that it is necessary to disclose 
particulars in the course of the investigation or when compelled to do so by law. All individuals 
involved in the process, including the complainant and respondent, should observe a high level of 
discretion and respect for the reputation of everyone involved in the process. 
 

7.7 NON-DISCRIMINATION PROCEDURES 
 

Resolutions of complaints of harassment may be achieved using an informal or formal procedure. 
The procedures used by both processes are different, but the intent is the same – to stop the 
harassment, resolve the complaint in a timely manner, and to protect the individual’s rights. Both 
begin with the notification of the appropriate office within 30 calendar days of the incident. 
Complaints should be made orally or in writing to the EEOC Office, Campus Police, or one of the 
following: Dean of Student Affairs (if respondent is a student), Dean of Academic Affairs or 
Career-Technical Education (if respondent is a faculty member), or Human Resources Office (if 
respondent is an employee other than a faculty member). If one of the above officers files a 
complaint or a complaint is filed against one of the above officers, the officer will be relieved of his 
duties in this capacity until an investigation has been conducted and a ruling has been submitted 
by the President.    

 
7.7.1 INFORMAL RESOLUTIONS 
 
Complaints of harassment may be resolved through informal resolution efforts, but should not 
extend beyond 10 working days from the initial date of complaint. A variety of informal options 
can be attempted with or without the aid of the identified representative from the appropriate 
officer/office list above. The option used is not limited to the following list: 
 
1. The complainant may confront the respondent in person regarding the conduct with or 

without the assistant of a unit head or appropriate representative as identified above. 
2. The complainant may confront the respondent in writing regarding the conduct with or 

without assistance of the appropriate representative. 
3. The complainant may ask the appropriate representative to notify the respondent of the 

complaint and seek to resolve the complaint. 
4. The complainant may ask the appropriate representative to have the complaint mediated 

between the parties. 
 

7.7.2      FORMAL RESOLUTIONS 
 
If the complaint of harassment is not resolved informally or the complainant chooses the formal 
option at the beginning, the claim should be put in writing on a Grievance Form and filed with the 
appropriate office discussed above. If this is a complaint that was unresolved informally, the 
appropriate office must be notified, within 5 working days, of the intent to pursue this complaint 
through a formal process. A representative from the appropriate office will promptly designate a 
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person to investigate the complaint. This representative may differ from the one assisting in the 
informal resolution. 

 
7.8      RESPONSIBILITIES OF THE INVESTIGATING OFFICIAL 

 
The person designated to investigate the allegation will inform the complainant that: 
 
1. The College is not prohibited from taking any action it deems appropriate, including 

informing the respondent of the allegations and pursuing an investigation even in cases 
when the complainant is reluctant to proceed or fails to file the complaint in writing; 

2. The manner and frequency in which the complainant will be updated about the status of 
the investigation; 

3. The need for a high level of discretion during the investigatory process. 
 

Normally within 5 working days of receipt of the assignment, the person designated to investigate 
the allegations will advise and provide the respondent: 
 
1. The specific allegations and a copy of the written complaint, if the complaint is in writing; 
2. The manner and frequency in which all the respondents will be updated about the status 

of the investigation; 
3. The need for all parties to exercise a high level of discretion during the investigatory 

process and the College policy with respect to retaliation; 
4. An opportunity to submit a written response to the complaint within 10 working days of 

notification of the complaint. 
 

7.8.1 COMPLAINT INVESTIGATION 
 
1. The purpose of the investigation is to gather facts. 
2. Depending on the facts of the case, an investigation may range from a one-on-one 

conversation between the investigating official and the respondent to an inquiry with 
multiple witness interviews. The investigator will produce a written finding of facts at the 
conclusion of the investigation. 

3. Investigations should normally be completed within 45 calendar days from the date the 
complaint was first asserted. If this is not reasonably possible, the investigator should 
make the complainant and the respondent aware of the status of the review and provide 
and estimate conclusion date. 

 
7.8.2 SUBMISSION OF INVESTIGATIVE REPORT 
 
Upon completion of the investigation, the investigator shall submit the report to the appropriate 
college official, with a copy of the report submitted separately to the President and EEOC Officer: 
 
1. The dean of the division within which a respondent faculty member is employed (when 

the respondent is a faculty member); 
2. The Director of Human Resources (when the respondent is an employee other than a 

faculty member); 
3. The Dean of Students (when the respondent is a student). 

 
7.9        FINAL DETERMINATION AND ACTION 

 
Upon receipt of the investigative report, the appropriate college official, as defined above, shall 
take the following action: 
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1. When the respondent is a faculty member, the dean of the division shall review the report 
and submit an initial determination to the President that states a violation of the policy 
either did or did not occur. If an initial determination is that a violation did occur, then the 
dean shall also submit an initial proposal to the President stating what “prompt remedial 
action” the dean considers appropriate, including potential disciplinary action. The 
President will make the final determination as to what actions, if any, be taken. 

2. When the respondent is an employee other than a faculty member, the Director of 
Human Resources shall review the report and submit an initial determination to the 
President that states a violation of the policy either did or did not occur. If an initial 
determination is that a violation did occur, then the HR Director shall also submit an initial 
proposal to the President stating what “prompt remedial action” the HR Director considers 
appropriate, including potential disciplinary action. The President will make the final 
determination as to what actions, if any, be taken. 

3. When the respondent is a student, the Dean of Students shall review the report and 
submit an initial determination to the President that states a violation of the policy either 
did or did not occur. If an initial determination is that a violation did occur, then the Dean 
of Student Affairs shall also submit an initial proposal to the President stating what 
“prompt remedial action” the Dean considers appropriate, including potential disciplinary 
action. The President will make the final determination as to what actions, if any, be 
taken. 

4. If one of the above officers files a complaint or a complaint is filed against one of the 
above officers, the officer will be relieved of his duties in this capacity and the President 
will appoint another officer to handle these duties.   

 
7.10 GRIEVANCE HEARING COMMITTEE 
 

If the complainant or the respondent is not satisfied with the proposed remedial action, he has a 
right to a grievance hearing. A grievance hearing shall be heard by a three-member Grievance 
Hearing Committee and/or Hearing Officer as appointed by the President. 

 
7.11 GRIEVANCE HEARING PROCEDURES 
 

If possible, each group of panel appointees shall include members of both sexes and ethnic/racial 
diversity. The Grievance Hearing Committee shall conduct its hearing in accordance with the 
following requirements:  
 
1. The committee chairperson shall schedule a date for the grievance hearing. 
2. The committee chairperson shall attempt to schedule hearing sessions only when at least 

three committee members are able to be present. If the committee decides, however, that 
the parties’ interests are best served by scheduling a session even when one of the 
committee members is not able to be present, then the absent member shall be 
responsible for reviewing the tape recordings of that session to become familiar with the 
evidence presented at that time.  

3. Attendance at any hearing shall be limited to the committee members and witnesses. 
4. The committee chairperson shall preside at all sessions, and any party or representative 

wishing to present evidence, examine witnesses, summarize evidence, or present 
arguments shall do so only with the consent of the chairperson. The committee shall 
tape-record sessions at which testimony is heard and shall allow controlled access to the 
tape for review or transcription by any party directly involved in the proceedings. The 
committee shall also keep summary minutes of its proceedings.  

5. The committee shall consider both oral testimony and written evidence. Upon receipt of 
any written statement or evidence provided by any party to the committee, the committee 
shall promptly provide the other party with a copy of such material. The committee 
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chairperson shall organize the hearing according to Format for Grievance Hearing 
located in the Form Section of this manual. 

6. The committee shall vote by secret ballot, and the committee chairperson shall vote on all 
questions. In order for the committee to find that a violation did occur, the complainant 
must show by the greater weight of the evidence that grievance did, in fact, occur. The 
vote required for committee action will be a simple majority of total number of votes 
eligible to be cast. Without disclosing actual tallies, all voting results and any 
recommendations of the committee shall be promptly made available in writing to the 
President. If the committee finds that a violation has occurred, the President shall be 
responsible for determining an appropriate administrative response.  
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SECTION VIII: PERSONNEL POLICIES AND PROCEDURES 
 

 
8.1 AUTHORIZED LEAVE 
 
 8.1.1 USE OF HOLIDAYS AND AUTHORIZED LEAVE TIME 
 

In accordance with the Board of Trustees and personnel practices of the Institution, employees 
will abide by the payroll and leave policies. All immediate supervisors and division heads are 
responsible for the accuracy of their records and for those employees whom they supervise. All 
supervisors are to report work absences of their employees to the Human Resources 
Office on a daily basis.   
 
8.1.2 PAID LEGAL HOLIDAYS 

 
Employees receive regular pay for legal holidays and for any other day proclaimed as a holiday 
by the Governor of the State of Mississippi. The Institution recognizes the following holidays 
declared by the President as legitimate time off periods for all employees except those 
employees whose services are required for emergency conditions. 
 
1. New Year’s Day 
2. Dr. Martin Luther King, Jr.’s, Birthday 
3. Good Friday 
4. Memorial Day 
5. Independence Day 
6. Labor Day 
7. Thanksgiving Day 
8. Christmas Day 
9. Other holidays declared by the College President 

 
In the event any holiday falls on Saturday or Sunday, the President of the College will declare the 
Friday before or the Monday following for that holiday. 

 
8.2 ANNUAL LEAVE  
 

The Institution maintains regular departmental and academic operations throughout the calendar 
year, requiring adequate staffing to ensure continuity of effort. Hence, any employee’s use of 
annual leave is subject to prior written approval by the immediate supervisor and division head.   

 
Requests for leave may not be approved for activities or time periods which conflict with heavy 
academic or departmental responsibilities. For example, annual leave may not be requested on 
the first or final days of the school terms or the days before or after recognized federal or state 
holidays. Supervisors are authorized to deny leave requests that interfere with said operational 
continuity.  

 
Annual leave is available for regular full-time (12 month) employees, both contractual and non-
contractual. Such employees may accrue thirteen (13) days paid annual leave after three (3) 
years of employment. Annual leave is not available to contractual employees who work nine, ten 
or eleven-month contracted agreements with the Institution. Annual leave under this section is not 
available to employees who do not work full-time. Employees may not request annual leave 
during the first year of employment. Special project and ABE/GED employees are subject 
to terms of grant agreement.  Annual leave will accrue in increments as follows: 
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 6-12 months at 1.0 day per month to 6 days per year. 
 
 12-36 months at 1.085 days per month to 13 days per year.  
  

Annual leave may be requested for absence from work for vacation, business, or the illness or 
death of a non-immediate family member. Non-immediate family members are defined as 
relatives other than one’s spouse, parent, step-parent, sibling, child, stepchild, grandchild, 
grandparent, son or daughter-in-law, mother or father-in-law, or brother or sister-in-law.  
 
Employees who have not yet accrued annual leave may request leave without pay, subject to 
maximum practicality, individual work responsibilities between semesters, and for assigned 
Institution-sponsored activities. All leave without pay must be requested in writing and is subject 
to prior approval by the immediate supervisor and division head.    

 
Employees will not be paid for unused annual leave. Unused annual leave may not be 
accumulated. Employees may request exceptions to this policy, subject to approval by the 
President. If approved, remaining annual leave days must be used before December 31st of the 
subsequent calendar year.    

 
Employees who request annual leave will complete and submit a leave application form in 
advance of and reasonably prior to the requested date. Any annual leave must be requested in 
writing and is subject to prior approval by the immediate supervisor. Employees are responsible 
for verifying leave approval with the immediate supervisor and division head before actual leave 
occurs, coordinating the absence so as not to interrupt the work flow.  

    
Forms requesting such leave are included in the form section or may be obtained from the 
Human Resources Office. Employees will complete and return forms to the immediate supervisor 
and division head for advance approval or forwarding to the Human Resources Office within two 
(2) weeks of the event to record the absence in the individual employee’s record.   

 
The Human Resources Office will return a copy of the approved request form to the employee’s 
immediate supervisor after noting the requested days in the employee’s record. Employees will 
use the application form and routing procedures to advise of any subsequent changes in days 
requested or taken for annual leave.  

 
8.3 LEAVE FOR OTHER THAN 12-MONTH EMPLOYEES 
 

All 9, 10 or 11-month employees may accrue and request up to three (3) days of paid leave 
during the year which may be used for personal business, illness, or death of a non-immediate 
family member.  

 
Three (3) days’ paid leave will be credited to the employee on the first day of contractual 
agreement. Such leave may be used for personal business which necessitates absence from the 
regular work site. Any paid leave must be requested in writing no less than three (3) working days 
prior to the proposed date of leave. Leave requests are subject to maximum practicality, 
individual work responsibilities between semesters, and for assigned Institution-sponsored 
activities. All leave must be requested in writing and is subject to prior approval by the immediate 
supervisor. Leave may not be requested on the first or last days of the school terms or the days 
before or after recognized federal or state holidays. 

  
Leave not used during the contract year will not be carried over into a subsequent contractual 
year. Employees under contractual agreement will not accumulate leave. Employees who use 
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leave without sufficient accrued days to cover the absence will be charged for the unpaid 
absence which will be deducted from the monthly salary.  

 
8.4 MAJOR MEDICAL LEAVE 
  

Major medical leave may be granted to contractual or non-contractual employees with an 
unlimited accumulation on continuous employment at the Institution. Major medical leave is 
accrued at the rate of eight (8) hours or one work day per month, beginning with the first month of 
employment. Major medical leave accrued during other state employment may be transferred to 
the Institution. The Human Resources Office will request written verification from the previous 
state employer certifying the amount of available major medical leave accrued and transferred to 
the Institution from other state employment. 
 
All full-time employees will be covered by the provisions of this policy. Employees have no 
maximum limit on accrual of major medical leave. All unused major medical leave will be counted 
as creditable service for retirement purposes. An employee may accrue leave credits in 
accordance with the status of his or her full-time employment or terms of his or her contractual 
agreement. Employees will not be paid for absences resulting in exhaustion of available major 
medical leave.   

 
All employees will accrue one (1) day of medical leave for each month worked. A full-time non-
contractual employee will accrue one (1) day of major medical leave each month. Major medical 
leave is accrued at the rate of eight (8) hours or one work day per month, beginning with the first 
month of employment. 

 
All employees who request major medical leave will complete a leave application form.  Forms to 
request such leave may be obtained from the Human Resources Director or the form section of 
this manual. Employees will complete and return forms to the immediate supervisor for advance 
approval before forwarding to the Human Resources Office to record the absence in the 
individual employee’s record within three (3) days of the illness. 

 
Employees who sustain work-related injuries may be granted absence with pay after the first ten 
(10) days’ absence following the date of initial injury. An employee who requests use of major 
medical leave for work-related injuries should complete the leave application form, attaching 
documentation from a licensed physician that describes the nature of the injury and its impact on 
the employee’s ability to return to work and to complete assigned job duties. The employee will 
submit this documentation to the immediate supervisor who is responsible for forwarding the 
documentation to the Human Resources Director. The Human Resources Director will present 
the employee’s request and all written documents to the President for final approval.  

 
Any employee who uses medical leave must call his or her supervisor at least two hours prior to 
the beginning of the assigned work shift to report an absence due to illness. In the event that the 
major medical leave is the result of emergency circumstances, the employee is responsible for 
notifying the immediate supervisor and division head by telephone within forty-eight (48) hours.  
Failure to abide by this policy will result in the leave being designated as leave without pay. The 
employee will complete the application form on the first day of return to work, submitting the 
completed form to the immediate supervisor and division head.  

 
On request, the employee will provide written documentation from the attending physician of any 
extended major medical absence or frequent short-term absences due to chronic illnesses.  
Extended absence is defined as absence from regular work site for more than two (2) 
consecutive work days. If an employee is absent for two (2) or more consecutive days due to 
illness, written documentation from the employee’s licensed attending physician must be attached 
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to the leave request form for authorized use of available major medical leave. A physician’s 
statement must be attached to the leave application request and submitted to the immediate 
supervisor and division head on the employee’s first day of return to work. Statements submitted 
after the first day may not be accepted and major medical leave may not be allowed. The Human 
Resources Director may verify the statement with the physician. Altering or falsifying a physician’s 
statement may result in immediate termination.   

 
The Human Resources Office maintains an individual record for major medical leave used by 
each employee. The Human Resources Office maintains the employee’s personnel report 
update, indicating the current status of available days for leave. The Human Resources Office 
provides any employee with personnel leave status reports upon request.  

 
An employee may use up to two (2) work days of earned major medical leave in any calendar 
year because of the death of an immediate family member requiring the employee’s absence 
from work.  No qualifying time or use of annual leave will be required prior to use of major medical 
leave for this purpose. For the purpose of this section, immediate family is defined as spouse, 
parent, step-parent, sibling, child, stepchild, grandchild, grandparent, son or daughter-in-law, 
mother or father-in-law, or brother or sister-in-law. Documentation proving the employee’s 
relationship to the deceased individual may be required.  

 
8.5 USE OF LEAVE DURING PREGNANCY    
 

Federal law requires that women affected by pregnancy, childbirth, or related medical conditions 
will be treated the same for all employment-related purposes, including receipt of benefits under 
fringe benefit programs as other employees not so affected but similar in their ability or inability to 
work. [42 U.S. Code Section 2000e (k)] 

 
1. Annual leave, major medical leave, leave without pay, leave of absence, and 

administrative leave will be granted to pregnant women on the same terms as leave is 
granted to other employees. 

2. The Institution will not terminate any employee because of pregnancy or require that such 
employee take a mandatory leave. The employee may be placed on leave or reassigned 
if the employee’s physician has placed restrictions on the employee which prevent her 
from carrying out essential job functions. A reasonable effort will be made to transfer the 
employee to an area where her safety will not be jeopardized.   

 
8.6 MILITARY LEAVE 
 

Employees who are members of any of the reserve components of the armed forces of the United 
States or former members of the service of the United States are entitled to a maximum of fifteen 
(15) days of leave without loss of pay or benefits for days when ordered to duty and will be 
entitled to leave of absence for periods in excess of fifteen (15) days. Employees may be required 
to furnish copies of the actual orders. 

 
8.7  ADMINISTRATIVE LEAVE 
 

Serving as a juror is recognized as a civic responsibility. Accordingly, the Institution may grant 
administrative leave to any employee called to serve as a juror, witness, or party litigant.   

 
Employees will be allowed paid administrative leave with verifying documentation. Verifying 
documentation, (e.g., a summons) must be submitted with the leave application to the employee’s 
immediate supervisor and division head within seventy-two (72) hours of receipt.  All time missed 
will also be documented with a statement from the Court Clerk, indicating the date of each 
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appearance and time the employee was released from court. An employee released from jury 
duty with four (4) or more hours remaining in the work day will report to the work site immediately. 

 
Employees may request paid administrative leave to attend professional meetings, workshops, or 
seminars. Employees who request administrative leave for professional development will 
complete a leave application form, attaching an original workshop or conference brochure that 
verifies the program dates, program time, and location of the meeting. Any administrative leave 
must be requested in writing no less than fifteen (15) days prior to the program and approved by 
the immediate supervisor and division head. Use of administrative leave is contingent on 
relevance to individual work responsibilities and is subject to prior approval by the immediate 
supervisor and division head. Employees are responsible for verifying leave approval with the 
immediate supervisor and division head before actual leave occurs.   

   
The employee is responsible for securing supervisory approval of and making necessary 
arrangements with other members of the employee’s department to ensure that necessary work 
functions are covered for the period of the anticipated absence.  

 
8.8 LEAVE WITHOUT PAY 
 

An employee may ask for leave without pay as an extension of major medical leave or for other 
emergency reasons. Leave without pay to extend major medical leave or for other emergency 
reasons will not be authorized until all accrued major medical and annual leave has been taken.  
Requests for leave without pay to extend major medical leave or for other emergency reasons will 
be handled according to this section.   

 
There is no right to leave without pay, and the Institution may grant or deny request for leave 
without pay at its discretion. Employees who have not yet accrued annual leave may request 
leave without pay, subject to maximum practicality, individual work responsibilities between 
semesters, and for assigned Institution-sponsored activities. All leave without pay must be 
requested in writing and is subject to prior approval by the immediate supervisor and division 
head.   
 
Leave without pay will be granted to extend major medical leave or for other emergency reasons 
only when the health of the employee necessitates the absence or when the emergency is 
outside the control of the employee. No leave without pay will be granted in excess of thirty (30) 
calendar days unless the Institution has determined there to be extenuating circumstances.    

 
Requests for leave without pay to extend major medical leave or for other emergency reasons will 
be handled on an individual basis and will be granted at the discretion of the President or his 
designee. The following guidelines will be used to evaluate each request: 
 
1. A written request for leave without pay detailing the employee’s need will be submitted to 

the Human Resource Office; 
2. The Institution’s ability to sustain the proposed absence; 
3. The availability of a temporary replacement for the employee; 
4. The duration of other leaves granted during employment; 
5. Prior adherence to policies concerning use of leave. 

 
The employee will submit a written statement to the Human Resource Office by the first working 
day of each month confirming the employee will be returning to work by the date approved on the 
original request form. 
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The employee will report to the Human Resource Office prior to returning to active employment to 
ensure that proper documentation for the leave without pay is provided (e.g., medical release) 
and to be reinstated on the payroll. Failure on the part of the employee to report promptly at the 
expiration of the leave without pay, unless satisfactory reasons have been submitted in advance, 
will be cause for dismissal or loss of leave status. Leave without pay to extend major medical 
leave or for other emergency reasons may result in dismissal if it is determined that an employee 
is not using such leave for sickness, disability, maternity purposes, or the emergency reason for 
which the leave without pay was requested. 

 
8.9  EDUCATIONAL LEAVE OF ABSENCE     
 

Leave without pay may be granted to full-time employees with approval of the President and 
Board of Trustees for purposes including, but not limited to, extended educational leave or 
educational opportunities. All leave of absence requests are considered on an individual basis.  
With designated prior approval, an employee may request leave of absence without pay not to 
exceed twelve (12) months, without forfeiting previously accumulated continuous service. {See 
Mississippi Code Annotated, Section 25-3-93 (2)}. 

 
Professional staff employed for five (5) or more years may request and be granted up to twelve 
(12) months’ educational leave for the purpose of professional improvement benefiting the 
Institution and under terms agreed upon between the employee and the Institution in accordance 
with the employee’s work responsibilities at the time of the request.   

 
Employees seeking approval for educational enhancement are required to enter into written 
agreement with the Institution to return to assigned responsibilities for the following session in 
fulfillment of contractual obligations to the Institution. Employees will be required to make 
repayment for full salary received during the period of educational enhancement for failure to 
comply with said written agreement.    

 
Full-time employees are allowed to request enrollment in only one (1) three (3) hour course 
during the fall or spring semester to receive waiver of course fees. Supervisors must approve 
release time before an employee enrolls in one (1) three (3) hour course during the regular work 
day. Enrollment in more than one (1) three (3) hour course will denote off payroll actions.  
Enrollment is contingent on verification by the immediate supervisor and division head that the 
employee’s participation will benefit the Institution and the employee’s professional development 
program. Employees may not request courses that duplicate credit on academic transcripts or 
which have no direct relationship to improvement of effectiveness or productivity within the 
employee’s work responsibilities. All such requests are considered on an individual basis. 

 
8.10 TUITION REMISSION PROGRAM 
 

8.10.1 REGULAR FULL-TIME EMPLOYEES 
 
Coahoma Community College provides a Tuition Remission Program that enables regular full-
time employees to enroll in courses at the College in order to enhance professional growth and 
development. 
 
1. Under this policy, Coahoma Community College will remit tuition for regular full-time 

employees for up to three (3) undergraduate credit hours per semester (fall or spring) 
with a maximum of six (6) credit hours per calendar year. Employees are eligible for this 
benefit on the first day of their regular employment provided the employment began at 
least two weeks prior to the semester requested. Employees who are part-time, adjunct, 
or temporary status are not eligible for the Tuition Remission Program. 
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employee is responsible for securing a copy of the Employee Clearance Form from the Human 
Resources Office and securing any needed signatures from designated Institution personnel who 
are authorized to certify that the employee has complied with the necessary separation 
requirements.  

 
When the Employee Clearance Form has been signed by the appropriate persons, the employee 
will return the completed form to the Payroll Officer. At that time, the Payroll Officer will present 
state retirement forms to the employee for final processing. 
 
The immediate supervisor or division director will be responsible for collecting the employee's 
office keys and all other materials and supplies that belong to the Institution, including the 
employee’s copy of the Policy and Procedures Manual. The employee needs to make 
arrangements with the Payroll Office for receiving his or her final paycheck. Other decisions the 
terminating employee will need to consider are (1) if he or she wants to continue health and/or 
dental insurance under the COBRA plan, and (2) if he or she wants a refund of retirement 
accumulated contributions. These forms and information are available in the Payroll Office. The 
employee will be asked to verify his or her forwarding address with the Payroll Office. 

 
Under certain circumstances, an employee may continue coverage under the group health 
insurance plan after termination for up to 18 months, or for qualified dependents (i.e. a child who 
has reached a certain age for up to 36 months). This option, the Consolidated Omnibus Budget 
Reconciliation Act (COBRA), allows for this coverage to be continued if the cost is paid by the 
individual. 

  
8.43 RETIREMENT 
 

Retiring employees are covered by the Mississippi Public Employees’ Retirement System and are 
required to comply with the provisions of the law establishing the system. Employees who request 
part-time employment after their retirement from the system must adhere to the policies as stated 
in Regulation 34 of the Public Employees’ Retirement System of Mississippi. (New 12/2000) 
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SECTION IX: FISCAL MANAGEMENT 
 

 
9.1 FISCAL MANAGEMENT POLICY  
 

The President and the Business Manager hold primary responsibilities for the finance program of 
Coahoma Community College. By statute the President of the College is vested with the 
responsibility for managing “all fiscal and administrative affairs of the district….” The President 
and the Board of Trustees delegate to the Business Manager the implementation of fiscal policies 
of the College and the responsibility for developing routines for business management consistent 
with the general laws of the state having to do with the accounting of money and property.  

 
9.2 PAYROLL 
 

It is the policy of Coahoma Community College to process a monthly payroll to provide 
compensation to individuals certified as employees of the College by the Board of Trustees and 
the President. 

 
 9.2.1 PAYROLL PROCEDURES 
 

1. A new employee form approved by the President is the source document for executing a 
payroll check for an employee. The following items must be attached to the new 
employee form: 

 
 a. Coahoma Community College Application 

b. I-9 Form  
c. State Directory of New Hire Form 
d. W-4 Form 
e. Mississippi Employee’s Withholding Exemption Certificate 
f. State Employee’s Health Insurance Form 
g. PERS 1 Form 

 
 2. It is the responsibility of each employee to provide the Human Resources and Payroll 

Offices with the aforementioned documents/information. 
 
 3.   This process must be completed at the beginning of the individual’s employment with the 

institution. Employees will not be paid if these forms and information have not been 
completed. Monthly checks reflect compensation for work during the preceding calendar 
month. 

  
 4.  Only the President with the authority of the Board of Trustees has the authority to 

hire an employee; supervisors only recommend hiring of an employee. 
 
 5.  An employee’s check will not be given to anyone other than the employee without prior 

written approval.   
 
 6.  An individual receiving someone’s payroll check must show appropriate identification. 

Any employee who is unable to receive his check in person may request that the check 
be mailed. 

 
 7.  No pay advances are possible under the State of Mississippi pay system. 
 
 8.  The payroll period begins on the 21st of each month and ends on the 20th of the following 

month. Payroll is issued the last working day of the month. The only authorized signature 
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for all checks is the President of the College. 
 
 9.  If an employee has a question concerning monthly payroll checks, the employee should 

discuss such questions with the employee’s immediate supervisor or division head. If the 
employee’s supervisor cannot supply an adequate explanation, the employee may 
consult the payroll officer. Employees must follow this procedure when questions arise 
concerning payroll checks. 

 
           10.  All employees hired after July 1, 1998, will be paid by direct deposit. Forms for 

authorizing direct deposit to the employee’s banking institution are available from the 
Human Resources Director and the Payroll Officer. 

 
11. The supplemental payroll will be processed utilizing the same procedures by the fifteenth 

(15th) of the following month if one of the following circumstances occurs: 
 

a. An employee has been terminated and a check has been prepared incorrectly; 
b. If any check has been prepared incorrectly; 
c. An employee started employment after the regular monthly payroll had been 

processed; 
 d.  An employee’s information was not received in a timely manner, or required 

documents were not attached to an employee’s form, or medical/annual leave 
was exhausted, etc.  

 
 12. If justified, an employee may make changes regarding payroll deductions if by contacting 

the payroll officer. 
 
 13. The college will comply with all Federal and state laws regarding garnishment, child 

support withholding, and bankruptcy. 
 
9.3 PUBLIC EMPLOYEES’ BENEFITS 

 
9.3.1 RETIREMENT SYSTEM        

 
Employees are covered by the Mississippi Public Employees’ Retirement System and are 
required to comply with the provisions of the law establishing the System. A copy of the law is 
housed in the Office of Human Resources. (New 12/2000)  
 
Employees of the Institution become a member of the Public Employees' Retirement System of 
Mississippi as a condition of employment.  
 
9.3.2 MEMBERSHIP EXCEPTIONS 

 
The following employees may not enter into membership in the Public Employees' Retirement 
System: 
 
1.  Employees in a part-time or emergency position who work less than 15 days a month or 

who work less than the equivalent ½ of a normal work load for their position 
2.  Employees compensated on a per diem basis 
3.  Retired members of the Public Employee's Retirement System who are employed for 

fewer than six months. 
 
9.4       SOCIAL SECURITY PROGRAM 
 
 Every employee of the Institution is required to participate in the federal Social Security program. 
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9.5       STATE AND PUBLIC SCHOOL EMPLOYEES’ HEALTH AND INSURANCE PROGRAMS 
 

Employees who work 20 hours or more a week are eligible to participate in the health and other 
insurance programs offered by the Institution on the date of employment. Employees may select 
coverage and pay for premium for dependents at the rates under this policy. Employees on leave 
without pay may pay the premiums themselves in order to keep insurance coverage. With the 
exception of student drivers, all bus drivers are eligible for insurance.   

 
Effective October 1, 1999, full-time active employees (including non-student school bus drivers) 
of public school districts, community and junior colleges, and public libraries are now eligible to 
participate in the states’ group term life insurance plan. The state pays 50% of the cost for all 
eligible employees. 
 
Accidental Death and Dismemberment coverage is provided at no additional cost. This means 
that an employee’s benefits are doubled due to accidental death. AD&D benefits also include 
coverage for dismemberment. The State life plan includes a premium waiver provision if an 
employee becomes totally and permanently disabled. 
 
Certain state agencies offer a Cafeteria Plan, a tax savings mechanism which is permitted by 
Section 125 of the Internal Revenue Code and Mississippi Code Annotated Sections 25-17-1 to 
25-17-9 (1972). Additional information may be obtained from the Business Office. 

 
9.6  BUDGETING 
 

Preparation of the budget is a statutory authority (37-29-71) of the Board of Trustees. The Board 
delegates to the administration the responsibility of compiling all statements and evidences of 
expenditure needs anticipated for the college for the ensuing year, together with a plan of 
recommended financing.  

 
  9.6.1 BUDGET PREPARATION 
 
 Budget preparation is a participatory process of the college. The Board reserves the right of 

budget approval. The budget, when approved, becomes the financial plan by which fiscal affairs 
of the college shall be governed. The President is charged with implementation of the budget, 
once approved, and is given authority by the Board of Trustees to do all things within the 
approved scope. The Board reserves the right to alter the budget as necessitated by new funds, 
changes of approved rates of charges such as tuition, or changes of College policy relative to 
expenditures. The Board prior to July 1 of the beginning fiscal year shall approve the budget for 
the ensuing year. The Board shall address the fiscal year budget no later than its regular 
scheduled June meeting. The President of the College, as needed, shall call revisions to the 
attention of the Board. The budget submitted shall be approved as a balanced budget as to 
resources, obligations, and reserves. 

 
 9.6.2  BUDGET REQUESTS 
 

All faculty members should take part in preparing a proposed departmental operating budget.  
Each department carefully anticipates its needs so that a meaningful budget can be made. Area 
department chairpersons submit budget requests to the divisional deans/directors for approval 
before presentation to the Business Manager for consideration and final approval. The Business 
Manager will assist designated faculty, department chairpersons, and deans/directors in planning 
and developing the annual budget. 

 
9.7 ACCOUNTING, REPORTING, AND AUDITING 
 

Fiscal controls of the college shall be consistent with statutory requirements for handling of funds.  
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Sufficient personnel shall be employed to receive and safeguard all funds, with such personnel 
being properly bonded at the expense of the College. The President of the College shall be 
responsible for collection of all funds and for timely payment of all the College’s obligations due 
as authorized by section 37-29-143. These responsibilities may be delegated to appropriately 
bonded subordinate officials of the College.   

 
Funds received on behalf of Coahoma Community College will be receipted only by designated 
employees of the Business Office and will be promptly deposited by an authorized Business 
Office official. All checks for funds due the College must be made payable to the Coahoma 
Community College. Checks for fees or funds due the College must not be designated as payable 
to any departments, department heads, an official, or employee.  

 
Only checks made payable to the College will be accepted for deposit. All cash receipts must be 
deposited intact. No expenditures may be made or checks cashed from cash receipts. No cash 
receipts may be retained within a department for departmental use. Annual audits of all College 
funds are conducted by external agencies. 

 
9.8  CASH DISBURSEMENT 
 

The College shall disburse funds through procedures consistent with laws of the state and a 
system that follows generally accepted principles of institutional accounting as they appear in 
College and University Business Administration, published by the National Association of College 
and University Business Office. 

 
9.9  PURCHASING 
 

College purchasing shall be done as prescribed in Chapter 7, Mississippi Code 1972, annotated 
and amended by SB-2176 in 1999. Requisitions for rental and purchase of materials and 
equipment must adhere to the following steps: (1) initiated by requester; (2) reviewed and signed 
by department head/director; (3) reviewed and signed by division official; (4) approved by 
Business Manager. A purchase order will then be prepared by the Business Office personnel. A 
copy of the purchase order will be transmitted to the requesting division at the time it is mailed to 
the vendor; a copy will also be forwarded to the receiving clerk and the accounts payable clerk to 
ensure payment is properly made. All communications regarding payment of invoices with 
vendors, suppliers, etc., shall be made by or through the Purchasing Agent or his/her designee. 

 
Purchase regulations are to be followed on all merchandise purchased. This includes purchasing 
from state contract, solicitation of competitive bids, and advertising. Purchases which do not 
involve an expenditure of more than Twenty-Five Hundred Dollars ($2,500.00), exclusive of 
freight or shipping charges, may be made without advertising or otherwise requesting competitive 
bids. Purchases which involve an expenditure of more than Twenty-Five Hundred Dollars 
($2,500.00), exclusive of freight and shipping charges may be made from the lowest and best 
bidder, provided at least two (2) competitive written bids have been obtained. When purchases 
exceed Fifteen Thousand Dollars ($15,000), written bids are required which must be advertised 
for at least two weeks. Items which are on state contract are required to be ordered from the state 
vendor unless an exemption is authorized by the Office of Purchasing and Travel, Department of 
Finance and Administration. No splitting of purchase orders or billings shall be made to avoid 
solicitation of bids or advertising for bids. Items that are reimbursable must be clearly marked on 
the requisition and proof attached. 

 
The procurement of data processing equipment, software and services, and the procurement of 
telecommunications equipment systems, and related services must follow the policies and 
procedures as set forth by the Information Technology Service (ITS). This is the delegated 
responsibility of the technology coordinator. 
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Any employee initiating the purchase of services, commodities, and equipment without 
proper authorization and approval through the purchase requisition and purchase order 
process will be held personally liable, and this action will be considered a violation of 
Coahoma Community College policy and may result in dismissal. 

 
9.10     SHIPPING AND RECEIVING 
  

Once a Purchase Order has been processed, the cashier will forward the yellow copy to the 
Receiving Clerk in the Shipping & Receiving Department. It is the responsibility of the Receiving 
Clerk to reconcile items listed on the purchase order with actual supplies delivered noting any 
discrepancies. Claims are to be filed promptly for damaged and/or missing goods. If the items 
delivered are not correct or the goods are damaged, the shipment should be refused and the 
Business Manager should be contacted. 

  
The Receiving Clerk must sign and date the receiving report and the matching purchase order, 
attach the delivery tickets to it, and submit all documentation to the Accounts Payable Office. The 
Accounts Payable Clerk will match all documents from the Receiving Clerk, as well as the 
invoice, with the original purchase order and will then process for the Board of Trustees’ approval.  
Goods and services which require a purchase order will not be accepted by the Receiving Clerk 
without an authorized purchase order being on file. Free materials such as books, tapes, or other 
samples are exceptions. When received, the Receiving Clerk will notify the department for pick-
up. All items delivered to the College must be received by the Shipping & Receiving 
Department. Any exceptions must be cleared or approved by the Business Manager. 

 
Once supplies/equipment have been received, services rendered and an invoice received, a 
Payment Voucher (Data Entry Form) shall be processed. Original invoices will be matched with 
purchase orders and receiving reports for the Board of Trustees’ approval. 

 
9.11  INVENTORY 

 
A complete physical inventory is required annually. In addition, special inventories may be taken 
at the request of the President. Random audits are conducted periodically. Coahoma Community 
College uses a bar coding system to accommodate the inventory process.   

 
The inventoried equipment shall be the responsibility of the Dean, Director, and/or Supervisor of 
the department where the equipment is assigned. 

 
 9.11.1 TRANSFERRING INVENTORY PROCEDURES 
 

When inventoried items are to be transferred from one department or center to another or to 
storage, the following actions shall be taken: 

 
1. All transfers of inventoried equipment must be processed through the Inventory 

Coordinator. 
2. The transfer form must be signed by the Inventory Coordinator and persons transferring 

and receiving the equipment. 
3. To remove any item from the inventory, an employee must make a request in writing to 

the Salvage Committee. 
4. If college-owned property is discovered missing, the college employee should notify 

his/her immediate supervisor. The immediate supervisor should notify the Campus 
Police.  

 
9.12  TRAVEL 
 

The College shall budget the necessary financial resources for travel. Such travel shall be 
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properly approved prior to obligation of funds therefore. According to Section 25-1-79 of the 
Mississippi Code, it is unlawful for any employee to be paid travel until the expenses for which 
payment is made, and such item thereof, has actually been incurred by such employee, and then 
only upon the presentation of an itemized expense account which shall be approved in writing to 
the head of the department or immediate supervisor.  

 
Section 25-3-41, Mississippi Code of 1972, establishes guidelines for travel reimbursement of 
officers and employees of the State of Mississippi, and of any department, institution, board or 
commission thereof. Approval to attend a convention or conference, to represent the College at a 
business or professional meeting, to transact official business of the College, or to carry out any 
other professional responsibilities involving travel is approved by forwarding a Pre-Travel Request 
Form (PTRF) through regular channels. All travel must be authorized and approved in advance 
by the employee’s division head, business manager, and the President.  
 
A copy of the program or agenda itemizing registration fees, meals, and lodging shall be attached 
to the PTRF. All forms must be original with original signatures. Photocopies of travel vouchers 
and receipts will not be accepted. All forms should be typed or completed in ink and signed by the 
employee requesting the reimbursement. 
 
If it is necessary and authorized to claim expenses for business associates, such as dinner, list 
the people for whom the expenditure is claimed and the nature of the meeting. 

 
  9.12.1 PUBLIC CARRIER (AIRPLANE, TRAIN, BUS) 
 

Employees are encouraged to make travel plans a minimum of 30 days in advance in order to 
take advantage of the Public Carriers’ discounts. If travel plans are made far enough in advance, 
discounts may range from 15% to 40%. Tourist airline rates and tickets must be requested. A 
requisition must follow the regular purchasing procedures. 

 
9.12.2 PRIVATE/PERSONAL AUTOMOBILE 

 
General:  Reimbursement of personal automobile or private motor vehicle travel will be at the rate 
of .445 cents per actual and necessary miles traveled.  

 
When an employee is traveling out-of-state, reimbursement for use of a personal automobile will 
be limited to airfare tourist rates. Joint travel by College personnel in a single vehicle is required 
whenever feasible. Consequently, only one travel at the authorized reimbursement rate per mile 
shall be allowed. Transportation reimbursement will not exceed the normal amount for the usually 
traveled route from the employees’ official work site to the approved destination and the return 
along the usually traveled route. 

 
9.12.3 RENTAL CAR 

 
Charges for rental cars shall be allowed only when there is a demonstrated need and/or cost 
savings over other modes of transportation. Original receipts must be submitted. 

 
9.13 MEAL ALLOWANCES 
 

Effective July 1, 1999, employees of the Coahoma Community College shall be reimbursed the 
actual cost of meals incident to official travel, not to exceed the following daily maximums for the 
specific location of assignment. Employees must attach meal receipts in order to be reimbursed. 
The Institution observes the following policies: 
 

 1. The meal allowance for all areas except high-cost areas is $30.00. 
 2. The meal allowance for high cost areas is $35.00 or $40.00, depending on the area.  
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 3. Alcoholic beverages are not reimbursable. 
 4. Meal reimbursements are not allowed within the primary place of work. 
 5. Any fees charged for attending the official meetings of a convention, seminar or similar 

convocation where the meeting includes a meal are excluded from the daily maximum; 
however, claims for reimbursement for these fees must be supported by a receipt if these 
official meeting meals cause the total daily reimbursement claimed for meals to exceed 
the maximum daily expenditure set for the city. 

 6. Expenses incurred for meals during international travel are reimbursed on actual 
expenditures and do not require receipts by the Bureau of Financial Control. 

 
9.13.1 HIGH COST AREA MEAL ALLOWANCE    

 
In-state and out-of-state high cost areas are those cities designated in the Federal Register as 
having a prescribed maximum per diem daily rate of $100.00 or higher. Coahoma Community 
College will reimburse ACTUAL meal cost in those cities on a sliding scale not to exceed the 
following rates.  

  
Where the maximum federal per diem is $0-$99, the institution reimburses a maximum of $30 per 
day; for a federal per diem of $100-$124, a maximum of $35 per day; and where the federal per 
diem is $125 or over, a maximum of $40 per day.  When traveling to Alaska, employees will be 
reimbursed meal expenses at the maximum rate of $40.00 in accordance with the Federal 
Register. 

 
9.13.2 MEAL TIPS 

 
Total meal tips shall not exceed 15% of the maximum daily meal reimbursement claimed. 

 
9.14  OTHER ALLOWABLE EXPENSES 
 
 9.14.1 PHONE CHARGES 
 

Phone calls, postage, and other expenses included in the “other authorized expenses” column 
must be certified at the bottom of the travel voucher. (The employee’s signature on the expense 
voucher qualifies as such certification.) Phone calls itemized on a hotel bill should be circled and 
indication made if they were for business, or deducted and not claimed if they were personal 
calls. Again, if reimbursement is claimed, this must be itemized and claimed in the “other 
expenses authorized” column. Calls home are considered personal expenses and are not 
reimbursable. 

 
 9.14.2 TAXI FARE 

 
Fares for taxis or limos (airport transportation services) require a receipt and must be attached to 
the travel voucher to receive reimbursement for that item. 

 
 9.14.3 MISCELLANEOUS CHARGES 
 

Miscellaneous charges are defined as the actual and necessary fees for attending events which 
are not included in a basic registration fee, but which directly enhance the College’s participation 
in the conference or convention. Any meal or lodging included in the registration fee will be 
deducted in accordance with the allowance provided in subsistence. 

 
Reimbursement is not permitted for books, tapes, and pamphlets. If books and other educational 
material are desired, they should be ordered through the normal purchasing procedures and 
charged to a supply account and not travel. 
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9.15 REGISTRATION FEES 
 
1. PAID BY CCC:  Checks can be made payable to a convention, conference, etc., if 

requested through proper channels and addressed to the Business Office. 
2. PAID BY COLLEGE EMPLOYEE: Registration fees paid by an employee (in advance or 

at location) will be reimbursed upon completion of travel and filed on a travel 
reimbursement voucher when supported by original receipts. 

 
9.16 LODGING 
 

Lodging expenses will vary with the area traveled but all expenditures must be necessary and 
reasonable. Government rates must always be requested by all travelers and the rate confirmed 
both at the time reservations are made and at check-in. 

 
Since hotels charge for unkept reservations, changes in travel plans must be communicated to 
the hotel as soon as possible. These charges will not be reimbursed if the traveler has been 
negligent in canceling reservations, or if the change is due to a personal decision after the 
deadline for cancellations. Exceptions may be made for emergencies beyond the employee’s 
control. 

  
Lodging other than hotels/motels, such as apartment, dormitories, etc., may be used when they 
result in a lower cost. An itemized receipt is still required. 

 
9.17 OVERTIME 
  

Non-exempt employees who have earned overtime pay will be paid at the rate of one and one-
half times their hourly base salary for all hours earned over 40 hours per week.   

 
    Non-exempt or covered employees as defined by Fair Labor Standards Act (FLSA) include the 

following: Bus Driver, Mechanic, Cafeteria Worker, Teacher Aide, Secretary, Janitor, Custodian, 
Maintenance. 

  
Employees requested by the administration and who consent to work on a paid holiday will be 
paid at a time and one-half rate for hours worked on the holiday. 

 
Supervisors must maintain time sheets on all non-exempt personnel when overtime is required.  
Also, the supervisor must use the appropriate form when reporting overtime. (New, December, 
2000) 
 

9.18 EXTERNALLY FUNDED GRANTS AND CONTRACTS 
 

 9.18.1 POLICY         
 

The College shall seek procurement of externally funded grants and contracts, which support the 
stated mission and goals of the institution. It shall be the policy of the College to maintain control 
of grants administration and management including personnel salary, consultant fees, and other 
costs paid under grants and contracts. The College shall ensure that the regular operating budget 
is not dependent on direct and indirect costs from grants and contracts. 

 
 9.18.2 PROCEDURES 
 

Procedures for application and administration of externally funded grants and contracts are 
designed to (l) aid project coordinators in managing grants and contracts, (2) promote compliance 
with institutional policy and funding agency requirements, and (3) clarify policy on the use of 
college personnel to implement externally funded projects. 
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Page 2-Academic Instructor-Job Description 
 

Participates in full regalia in official graduation ceremonies 
 

Works with the Director of Library Services in the selection of print and non-print materials in the 
overall collection development of the Library Learning Resource Center 

 
Maintains state-of-the-art knowledge and competence in the appropriate academic disciplines 

 
Contributes to and participates in staff development programs 

 
Participates in college community activities and services 

 
Submits required reports to the department chairperson or Academic Dean in a timely manner 

 
Serves on department and campus committees and accepts committee assignments 

 
Participates in campus activities and programs 

 
Performs other duties as assigned by the department chair or the Dean of Academic Affairs 
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Coahoma Community College 
Special Project Coordinator 

Job Description 
 
 
Position Title:     Special Project Coordinator    
 
Department:      Administration  
 
Immediate Supervisor’s Title:  President 
 
Positions Supervised:    N/A 
   
 
Position Description: (primary functions)  
 

Oversees capital improvement projects, repairs, and renovations of Coahoma Community 
College’s physical plant 

 
Essential Duties and Responsibilities: 
  

Acts as institution’s liaison for repairs, renovations, and capital improvement projects for the 
college 

 
Schedules, monitors, and troubleshoots the design, building codes, construction management, 
and completion of repairs, renovations, and capital improvement projects 
 
Oversees the budget of repairs, renovations, and capital improvement projects 
 
Manages the institution’s statistical management system of repairs, renovations, and capital 
improvements 

 
 Reports institution’s project impact data to the State Board for Community and Junior Colleges 

 
Communicates and updates the President and administration on all projects 
 
Performs other duties as assigned by the President 
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