CHAPTER 7

DESCRIPTION OF SERVICES

Academic Freedom

Tidewater Community College is committed to the concept of academic freedom as
presented in the American Association of University Professors policy statement.

Membership in the academic community imposes on students, faculty members,
administrators, and trustees an obligation to respect the dignity of others, to acknowledge
their right to express differing opinions, and to foster and defend intellectual honesty,
freedom of inquiry and instruction, and free expression on and off the campus (AAUP
Policy Documents & Reports, 1990 edition, 77).

Academic institutions exist for the transmission of knowledge, the pursuit of truth,

the development of students, and the general well-being of society. Free inquiry and free
expression are indispensable to the attainment of these goals. As members of the academic
community, students should be encouraged to develop the capacity for critical judgment
and to engage in a sustained and independent search for truth.

Freedom to teach and freedom to learn are inseparable facets of academic freedom.
The freedom to learn depends upon appropriate opportunities and conditions in the
classroom, on the campus, and in the larger community. Students should exercise their
freedom with responsibility.

The responsibility to secure and to respect general conditions conducive to the freedom
to learn is shared by all members of the academic community (AAUP Policy Documents

& Reports, 1990 edition, 153).

Students should be free to take reasoned exception to the data or views offered in any
course of study and to reserve judgment about matters of opinion, but they are responsible
for learning the content of any course of study in which they are enrolled.

Students should have protection through orderly procedures against prejudiced or capricious
academic evaluation. At the same time, they are responsible for maintaining standards of
academic performance established for each course in which they are enrolled (AAUP Policy
Documents é‘prorts, 1990 edition, 154).

If a problem arises concerning class content and/or procedures, it is appropriate for you to
discuss the problem with the faculty member before secking help from an administrator.

If you feel you have been injured by an infringement of academic freedom, the Student
Grievance Procedure provides an avenue for resolution. The purpose of the Student Grievance
Procedure is to provide equitable and orderly process to resolve grievances, other than appeals
of final grades, by students at Tidewater Community College.
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Career Development

The college offers a comprehensive program to help you develop, evaluate, and implement a
career plan. This approach helps you become aware of your interests, skills, values, and life-style
preferences and relate them to your career decision. Resources are available to help you obtain
accurate, up-to-date information about future job outlooks and salaries. Each campus offers
individual career counseling and seminars, workshops, and short courses on career-related topics.

College ID Cards

Students who register and pay for one or more credits must obtain a TCC Student ID Card.
The first card is issued free of charge to all students. There will be a $10.00 replacement fee for
any lost or stolen cards.

Student ID Cards are available after tuition payment is made and as soon as student information
is made available in the ID system. Students can go to any ID Card Office to have their picture
taken and to get cards printed. All students must show a photo ID, a copy of their current class
schedule and proof of payment to receive their TCC Student ID Card.

Your Student ID Card will be required to use Tidewater Community College services or
facilities, such as TCC library and computer labs, and to participate in Student Activity events
and programs.

How to Replace College ID Cards

The cost to replace student, faculty or staff ID cards is $10.00. Replacement fees are paid in the
campus Business Office, and you must present a payment receipt before new cards can be issued.

College ID Card Office Locations and Phone Numbers:

Chesapeake Campus 757-822-5270
Pass Building Room 195
Norfolk Campus 757-822-1252
Andrews Building, 2nd Floor Room 1213
Portsmouth Campus 757-822-2175
Beazley Building, Bay 5 Room 523A
Virginia Beach Campus 757-822-7287
Kempsville Building Room D-126

Call your College ID Office if you need further assistance.
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College Success Skills

“College Success Skills” SDV 100 is an important course for all students new to college.
‘This course will orient you to the college and is a requirement for each degree and
certificate program.

Cooperative Education Program

The Cooperative Education Program is designed to provide you with practical work experience
that carries college credit for participating in a coordinated, paid learning program with a
cooperating employer. “Co-op” bridges the gap between theory and practice by allowing you
to apply skills you learn in the classroom on the job. With the assistance and advice from the
Cooperative Education Office, you can decide if cooperative education will enhance your
academic program.

The qualifications for participation in the Cooperative Education Program are listed as follows:

*  You should have a clearly stated set of career goals related to the potential work experience
and be enrolled in a degree program in the curriculum under which cooperative education
work experience is classified. If you are not in a degree program, you must otherwise be in a
position to benefit from career-related work experience.

*  You must have attained a 2.0 grade point average before enrolling in the Cooperative
Education Program.

*  You must have the appropriate number of course hours, prior training, or previous work
experience required by employers before entering the Cooperative Education Program.

*  You must be hired by an approved cooperative education employer before enrollment
in the program. In all cases, your participation must be approved in writing by Cooperative
Education Office personnel before you may register for cooperative education credit.

Individual curricula vary, but a total of ten hours of cooperative education is usually the
maximum allowed in a curriculum.

The college assists you in locating cooperative education placements. However, the college
cannot guarantee placement. The responsibility for the cooperative education placement
rests with the student.

For further information, contact the campus Cooperative Education Office.

Counseling/Support Services

Counselors may be available by appointment or on a walk-in basis to assist you with academic,
careet, and life planning. They can help you explore your interests and develop career goals.
With their assistance, you can make an educational plan to meet your goal, whether it is to
continue your education at a four-year college or university, to prepare for immediate entry
into the job market, or to develop skills for career advancement or personal growth.
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Counselors also help students with issues such as career indecision, academic difficulty, time
management, low self-esteem, and other obstacles to academic success. They offer a variety

of courses to help you do your best: Study Skills, Career Development, College Survival Skills,
and Time Management, among others. They can also provide information on transferring to
four-year colleges, test-taking skills, and other topics.

TCC counseling offices offer individual and group counseling to help you with these
concerns. Referral to appropriate local resources is available if you require additional
professional assistance.

Disability Services

A counselor is available on each campus to help students with physical, sensory, and/or
learning disabilities, or chronic health problems that require academic accommodations. The
Coordinator for Disability Services is based at the Norfolk Campus and maintains office

hours at the other campuses. Students needing accommodations are encouraged to contact the
disability counselor 45 days before classes begin. Telephone numbers for Disability Services are
listed in the directory for each campus. All contacts and services are confidential.

Financial Aid

Each campus maintains a Financial Aid Office, where you can receive information about types
of financial aid. The office will provide you with forms (and assistance in filling them out), and
will coordinate the financial aid you receive.

FOCUS Program

TCC’s FOCUS (Ereshman Orientation Centered Upon Success) is an orientation program
that is designed to assist students in becoming more successful in college and to ensure that
students are able to find their way through the first year college process.

This program will enable students to learn important information about the college and

its degrees, how to decide on a career, where and how to access support services, study
management strategies to assist in balancing academic life and personal responsibilities and
many more activities. Students will be shown where to find everything from the bookstore to
the library, how to register for classes, change class sections, and apply for financial aid. Also,
students will be provided information relating to their academic responsibilities at TCC along
with the core and major requirements for their programs.

When you attend TCC, we want you to feel connected to the college, faculty and staff and
your fellow classmates. Participating in this program will offer the kind of environment that
nurtures, encourages and assists you in exploring the world of academics.

The college strongly recommends that every new student attend a pre-enrollment FOCUS
session. Please review the new student sessions” schedule to select a date and time that is
convenient for your timetable to get started in the program. Before you attend the session,
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please make sure you have already completed your placement tests. Once you have completed
testing, call or e-mail the campus contact for the campus where you will spend most of your
time to register for a FOCUS session.

These FOCUS sessions will specifically provide a review of the assessment scores and class
placement, TCC college curriculums, tuition and financial aid information, important
academic dates, enrollment procedures, and class scheduling. Academic advisors are available
at each campus to help you develop an academic plan and support setting your career

goals. For more information on FOCUS, please see the college’s schedule booklet or TCC’s
homepage (www.tcc.edu) and click on the New Students’ tab.

International Programs And Student Services

The International Programs and Student Services office located at the Virginia Beach Campus
provides admission assistance and immigration advising for temporary non-immigrant
applicants and currently enrolled students. The office also assists students, faculty, and
members of the TCC community who participate in TCC’s international programs and study
abroad. For additional information contact 757-822-7342.

Job Referral Service

The college offers an employment referral service designed to assist students and graduates in
finding employment. Job listings are received from various employers (local companies, federal
government, state and city agencies and many more), and posted on-line to the TCC/HireNet.
net website www.hirenet.net/jobs.cfm?orgid=jtcc3763. The college also provides additional
services such as on-campus recruitment by local employers, assistance with resume writing
and interviewing skills. For additional information, contact the Student Employment Services
Office 757- 822-7228 or the Career Services Office at the campus you attend.

Transfer Counseling

Assistance is available on each campus if you plan to transfer to another college. Transfer
counselors can help you design a program for transfer to public or private colleges and
universities in Virginia or another state. The VCCS has created a webpage called System-
wide Transfer and Articulation Agreements. This page can be accessed directly at
htep://myfuture.vees.edu/transfer/

Volunteering

Students who want to volunteer through the college may do so by completing the registration
form on TCC’s Civic Engagement website at www.tcc.edu. Clubs and organizations may also
use this form or contact the campus student activities coordinator.
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Contact information:

College wide: 757-822-2413
Chesapeake: 757-822-5138
Norfolk: 757-822-1252
Portsmouth: 757-822-2181
Virginia Beach: 757-822-7226

Open Door Project

‘The Open Door Project is a federally funded Student Support Services/TRIO program that
provides supportive academic and personal services to eligible students at the Norfolk and
Portsmouth Campuses. The goal of the project is to help participants improve their academic
performance, stay in college, graduate from TCC, and transfer to a four-year college or
university. For more information, contact the Open Door Project Office at 757-822-1218.

The Women’s Center

The TCC Women'’s Center maintains an office on each campus to provide services that help
women achieve their academic and personal goals. Among the services offered are educational
programming, counseling, weekly support groups, crisis intervention and referral, and help
in obtaining financial assistance. Special assistance for women interested in non-traditional
career fields is also available. Contact the Women’s Center Office on your campus for

more information.

Veterans Affairs Offices

A Veterans Affairs Office on each campus assists students in applying for VA benefits, in
certifying eligibility, and in maintaining accurate enrollment and student status records.
Contact the Veteran’s Affairs Office on your campus for more information.

YOUR RIGHTS AS A STUDENT

Right to Attend Class

You have the right to attend duly assigned classes on any TCC Campus. That right includes
the right to attend the class without physical violence, fear of violence, psychological abuse,
or racial, sexual, or other harassment.

General Provisions
The Chancellor of the Virginia Community College System (VCCS) is authorized by the

State Board for Community Colleges to impose appropriate penalties including expulsion
from the college for student conduct which tends to discredit or injure the college. This
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authority has been delegated by the chancellor to the administration of each community
college, subject to review by the chancellor or a delegated representative.

The VCCS guarantees to students the privilege of exercising their rights of citizenship under
the Constitution of the United States without fear of prejudice and takes special care to
ensure due process and to spell out defined routes of appeal when students feel their rights
have been violated.

As a student, you are considered a responsible adult and are expected to maintain
standards of conduct appropriate to membership in the college community. The college,
therefore, emphasizes standards of student conduct rather than limits or restrictions on
students. Guidelines and regulations governing student conduct usually are developed by
representatives of the students, faculty, counseling staff, and administration.

The college reserves the right to take disciplinary action compatible with its own best
interest if such action is clearly necessary. Failure to meet standards of conduct acceptable
to the college may result in disciplinary probation, suspension, dismissal, or other penalty
depending upon the nature of the offense.

Students who are dismissed must reapply to the college. Readmission is not assured.

STUDENT PROTECTIONS

Non-Discrimination Policy

Tidewater Community College is an equal opportunity/affirmative action institution. It is
the policy of Tidewater Community College to maintain and promote equal employment
and educational opportunities without regard to race, color, sex or age (except where sex or
age is a bona fide occupational qualification), religion, disability, national origin, or other
non-merit factors.

Disabhility

Disability Services provides students programmatic and physical access in compliance with
section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990,
and the Rehabilitation Act Amendments of the Workforce Investment Act of 1998.

Requests for accommodations should be made to the designated campus disability services
staff at least 45 days before classes begin. Documentation must be provided to support
need for accommodations. Guidelines for documentation are available from campus
disability staff and can be found on the website at http://www.tcc.edu/students/specialized/
disabilityservices/guidelines.htm and in the Handbook for Students with Disabilities.

Student Protections M
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Title IX
The college seeks to comply with Title IX of the Higher Education Amendments of 1972.

Title IX and Rehabilitation Act of 1973, Sec. 504

In student grievances arising under Title IX, Higher Education Amendments of 1973

(sex discrimination) and/or the Rehabilitation Act of 1973, Sec. 504, the student may appeal
the provost’s decision to the college Title IX and/or Sec. 504 student grievance officer (Dean
of Student Services). The grievance officer will make such investigations, finding of fact,

and conclusions as are supported by the evidence and recommend a disposition to the
campus provost.

Appeals of Title IX, Sec 504 Matters

In student grievances arising under Title IX, Higher Education Amendments of 1972 (sex
discrimination) and/or the Rehabilitation Act of 1973, Sec 504 (disability discrimination),
the student may appeal the provost’s decision to the college Dean of Student Services. The
grievance officer will make such investigations, findings of fact, and conclusions as are
supported by the evidence and recommend a disposition to the provost.

Sexual Harassment

Sexual harassment is defined as unwelcome sexual advances, a request for sexual favors, and/
or other verbal or physical conduct or written communications of a sexual nature, which are
intimidating, hostile, or offensive.

Reports of harassment of a sexual nature should be made to the campus Dean of Student
Services or other appropriate administrator, 2 Women’s Center or other counselor, or a
security officer. Evidence of the alleged crime should be preserved. Allegations will be
investigated and referred for prosecution, civil action, or institutional action, with the
assistance of college staff, if requested. Community or institutional support resources will
be engaged at the victim’s request. The college will make changes in a student’s academic
schedule after an alleged sex offense if such changes are requested and are reasonable.

Both the accused and the accuser have the same opportunity to have others present during
a hearing; both shall be informed of the final disposition, including any penalty. Campus
disciplinary procedures and sanctions are set forth under Plenary Disciplinary Procedure.

CONDUCT GUIDELINES

Prohibited Conduct
Students may be subject to disciplinary action for on-campus or off-campus conduct. Federal,
state and local laws apply on campus. Disciplinary action may be initiated for the following
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conduct, which also may constitute conduct leading to criminal charges, in the following
circumstances:

1. Criminal Charges. When you are formally charged with the commission of a crime.

2. Threat to Health or Safety. When your continued presence at the college is deemed to
constitute a threat to the health, safety, or welfare of members of the campus community.

3. Bomb Threat, Fire Alarm. When you activate a fire alarm, or make a threat to damage or
bomb college property, or encourage, incite, entice, or solicit any person to commit such
a threat, you shall be disciplined by the college and recommended for criminal prosecution
to the full extent of the law.

4. Weapons. When you possess, on your person or in your car, or use weapons, to include
guns, knives, etc.

Obscenity, Profanity. When you utter obscene or profane words.
Assault, Battery, Fighting. When you engage in assault or battery, or fight.

Sexual Assault, Stalking. When you engage in sexual assault or stalking.

© N & oW

Hazing, Harassment. When you engage in hazing, psychological abuse, racial, sexual or
other harassment.

9. Theft. When you engage in theft, larceny, embezzlement, or the temporary taking of the
property of another.

10. Property Destruction. When you destroy, damage, deface, or misuse public or
private property.

11. Illegal Entry. When you illegally enter or occupy state property.
12. Riot. When you engage in a riot or a disorderly assembly.
13. Gambling. When you engage in unauthorized gambling or gaming.

14. Alcoholic Beverages. When you possess, consume, or display behavior arising out of the
consumption of alcoholic beverages.

15. Drugs. When you engage in the possession, use, sale, or manufacture of illegal or
controlled drugs.

16. Forgery. When you forge, alter, or misuse college documents or records, to include student
identification cards.

17. Computer Security. When you make unauthorized use of computer resources, or make
unauthorized efforts to penetrate or modify any computing hardware or software, or use
computer resources to effect any of the acts prohibited by the T7CC Student Handbook.
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Disciplinary action by the college is not a criminal process, and the double jeopardy doctrine
does not apply to student discipline. The college may elect to process a charge of misconduct
even if the student may be or has been charged with a criminal offense arising out of the same
act. The college will not delay its processing of a matter because of pending criminal charges, a
trial, or an appeal.

Disciplinary action may also be initiated when you are reported to college officials for conduct
prejudicial to the academic or other functions of the college. Such conduct includes, but is not
limited to, the following:

1. Disruption. Disruption of a classroom, laboratory, library, office, public student space
(such as a student center), meeting, or hearing.

2. Cheating. Academic cheating or plagiarism, or assisting in such.
3. False Information. Providing false information to the college.

4. Registration Data. Tampering with student registration data, or misuse of the student
registration PIN number.

5. Debt. Issuing bad checks or failing to pay a debt owed to the college.
6. Children on Campus. Failure to comply with college policy regarding children on campus.

7. Smoking. Smoking tobacco or similar products inside college buildings, or in areas of the
college grounds where smoking is prohibited.

8. Littering. Littering college grounds or buildings.

9. Traffic Rules. Failure to obey traffic and parking rules, or failure to obey commands of
college security staff.

10. Failure to comply. Failure to comply with an official and proper order of a duly designated
college official, or with any college policy or procedure.

In summary, rights and responsibilities are equal for all persons. Freedom of speech includes
the freedom not to listen. Federal, state, and local laws apply on the campuses. Rights and
responsibilities are irrevocably intertwined. Personal conduct, both on and off campus, reflects
equally upon the student, the student’s family, and the college. Disorderly conduct will not

be tolerated. The college places primary responsibility for student conduct on the student.
Students are also responsible for the conduct of their guests at college events.

Children on Campus

TCC has no facilities to provide care for the children of students or visitors. Children cannot
be left unattended on the grounds, in automobiles, snack bars, lounge areas, administrative
offices, registration sites, or Learning Resources Centers. Children cannot be taken into
classrooms or laboratories. Failure to comply with this policy will lead to disciplinary action or
to referral to appropriate law enforcement officials.
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Destruction of College Property

Destruction of state (college) property must be reported to the Virginia State Police for
their investigation and prosecution. Once committed, the criminal act of destroying public
property cannot be undone. The act of destroying state or private property is not rescinded
by an apology or by restitution.

Drug and Alcohol Abuse Policy

The unlawful possession, use, or distribution of drugs and alcohol by students and employees
on college property or as a part of any college activity is prohibited.

The legal sanctions under federal and state law for unlawful possession, use, or distribution of
illicit drugs and alcohol include fines and imprisonment.

Substantial health risks have long been associated with the use of illicit drugs and alcohol.
These include death; severe impairment of respiratory, circulatory, and other systems; damage
to various organs, including, but not limited to, the liver and the brain; and a host of other

drug and alcohol induced health risks.

Drug and alcohol counseling, treatment, or rehabilitation programs are available by
contacting each campus Counseling Center, or may be obtained from the Community
Services Board in the student’s or employee’s city of residence, or from any private provider.

Students attending a community college may not possess, sell, use, give away, or otherwise
distribute illegal drugs. Students violating this policy are subject to suspension, expulsion, or
other appropriate discipline. College charges will be processed against students in the normal
manner provided by the college rules.

Faculty members, staff members, or any employee of a community college may not possess,
sell, use, give away, or otherwise distribute illegal drugs. Faculty members, staff members, or
any employees of a community college violating this rule are subject to suspension or other
appropriate discipline as provided in the policies, procedures and regulations of the State
Board for Community Colleges and/or the State Personnel Statutes and/or the laws of the
Commonwealth of Virginia, the counties, and city governments.

In cases where the president or the president’s designee believes that the continued presence
of a person charged with possession, sale, use or distribution of illegal drugs presents a
serious and immediate threat to the welfare of the college community, the students, faculty
members, or staff members will be afforded due process and a hearing as soon as possible,
after which appropriate action will be taken.

The college is pledged in every way possible to help individuals achieve a realistic
understanding of the consequences of drug use for themselves and society. Only informed
men and women can hope to make the responsible decisions required to prevent the
proliferation of drug abuse. Literature concerning drugs is available from the counselors.
Counseling assistance is also available on a confidential basis for any member of the college

community who needs this help.
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Partisan Political Activity, Assembly

Students may conduct political activities on the campuses, but such activities must
be conducted with respect for the rights of all students, without disturbing classes or
administration of the college and consistent with statutes and regulations governing
partisan use of public property.

The right of free speech irrevocably includes the right to speak, the right to listen, the right
to be quiet, and the right not to listen. The right to peaceably protest or demonstrate
irrevocably includes the right not to agree and the right not to participate.

It is permissible for members of college organizations to state their position on controversial
matters. However, each organization must file a completed Campus Event Form in the
campus Provost’s Office 96 hours in advance of any demonstration. The form is available in
the Campus Dean of Student Services (or designee’s) Office.

To prevent misunderstanding, the chancellor has issued the following clarifications:

*  When an assembly on campus of students not authorized by the college has been
requested to disband by the president or another designated officer, those refusing to
comply will be subject to immediate suspension and/or dismissal and legal action.

e In the event that an assembly appears to be a demonstration related to grievances, those
present should be advised that orderly procedures for the hearing of grievances are
available to which adherence is mandatory. College officials will not negotiate with such
groups under conditions of duress, such as unauthorized occupation of college property.

*  Any unauthorized occupation of buildings and/or college property constitutes reason
for immediate suspension and/or dismissal from the institution of students who may be
involved. Furthermore, legal action will be brought against any student involved in illegal
acts on community college property.

* Any person currently not a student is not allowed to participate in demonstrations on
the campuses.

e All formal disciplinary actions taken under this policy are grievable and the accused may
pursue the finding through the appropriate grievance procedure.

Racial Harassment

The harassment of students, faculty, or staff due to their race or national origin is prohibited.
College disciplinary procedures or grievance procedures will be utilized when allegations of
racial harassment are made. The college will utilize the Notice of Investigative Guidance on
Racial Harassment, promulgated by the US Office of Education’s Office of Civil Rights, in

addressing such matters.
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Sexual Harassment and Misconduct

The harassment of students, faculty, or staff due to their sex is prohibited. College disciplinary
or grievance procedures will be utilized when allegations of sexual harassment are made. The
college will utilize the Notice of Investigative Guidance on Sexual Harassment, published by

the U.S. Office of Education’s Office of Civil Rights, in addressing such matters.

Tidewater Community College’s position is that sexual assault and sexual harassment

are forms of misconduct that undermine the integrity of the student and employment
relationship. No student or employee—either male or female—should be subject to
unsolicited and unwelcome sexual overtures or conduct, either verbal or physical. Sexual
misconduct does not refer to occasional compliments of a socially acceptable nature. It refers
to behavior that is not welcome, that is personally offensive, that debilitates morale, and
that, therefore, interferes with work and academic effectiveness. Such behavior may result

in disciplinary action up to and including dismissal. Additionally, a student or employee
charged with sexual misconduct can be prosecuted under Virginia criminal statutes.
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DISCIPLINARY PROCESS

Application of Law; Double Punishment

The laws of the United States; the laws of Virginia; the ordinances of the cities of Chesapeake,
Norfolk, Portsmouth, Suffolk, and Virginia Beach; and Virginia Community College System
regulations are fully applicable on the campuses concerned. These laws and regulations were
not written by the college and cannot be altered or suspended by college officials.

A single act may simultaneously violate a federal law, a state law, a county ordinance, a city
ordinance, and a college regulation. Judgment and punishment by one governmental agency
for a violation of its laws and a second judgment and punishment by a different governmental
agency for a violation of its laws, even though based on the same act, do not constitute

double jeopardy.

Application of College Regulations

Tidewater Community College, in common with other educational institutions, has for

its orderly and effective conduct, special regulations in addition to the laws of the land.
Developed by the college and approved by the Tidewater Community College Board and
Student Government Association, these regulations supplement, but do not supersede, higher
laws and regulations. Regulations in addition to those published in this Handbook may
originate with the Student Government Association, the faculty, and/or the administration.

Concurrent Criminal Prosecution and College Discipline

The policy of the college in cases of violation of federal, state, county, or city laws is to state
the facts to the appropriate, duly constituted authorities and to press neither for, nor interfere
with, investigation, trial and punishment. Separate action by the college for violation of
college rules will be conducted without reference to the action of other authorities.

ACADEMIC MISCONDUCT POLICY

Definition

Academic misconduct includes, but is not limited to, the following actions:

e Cheating on an examination or quiz — either giving or receiving information
*  Copying information from another person for graded assignments

*  Using unauthorized materials during tests

e Collaboration during examinations

* Buying, selling or stealing examinations
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e Arranging a substitute for oneself during examinations
e Substituting for another person, or arranging such a substitution

* Plagiarism — the intentional or accidental presentation of another’s words or ideas
as your own

*  Submission of work other than your own for written assignments

*  Collusion with another person or persons in submitting work for credit in class or lab,
unless such collaboration is approved in advance by the instructor

Faculty Disposition of Academic Misconduct

Faculty members processing an instance of apparent academic misconduct in which the
penalty sought is not dismissal from the college will employ the following procedure:

Faculty members who have reliable evidence of academic misconduct will (1) investigate the
matter, and (2) review the facts of the matter and the proposed penalty with the appropriate
academic dean. They may then take one or more of the following actions:

* Require the work to be accomplished again
*  Give no credit for the test, paper or exercise
e Assign a grade of W or F for the course

e Refer the matter to the campus Dean for Student Services or designee for possible
disciplinary sanction through the college’s disciplinary procedure

If the faculty member chooses to refer the matter to the campus dean or designee for
disposition, the Plenary Disciplinary Procedure shall be followed, and dismissal from the
college is a possibility.

Students may appeal a faculty penalty through the Student Final Grade Appeal Procedure when
a final course grade is involved, or through the Student Grievance Procedure for penalties not
involving final course grades.

Interim Removal from Class, Laboratory, or Instructional Facility

The faculty member or appropriate staff/administrative personnel may temporarily bar a
student from attending class or using an instructional facility, where conduct may violate
college conduct rules. Immediate referral of the student to the campus dean shall occur.

Interim Suspension: Clear and Present Danger

When a student’s conduct poses a clear, present, and immediate threat of harm to him
or herself, others, or to college property, the college reserves the right to effect an interim
suspension of the student.
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The college will hold a plenary (full) discipline hearing on the matter within a reasonable
period of time.

PLENARY DISCIPLINARY PROCEDURE

A. Preparation, Filing of Written Complaint
Disciplinary action may be initiated by a complaint in writing filed by any member of
the college community, including members of the faculty and student body.

B. Administrator Receiving Complaint
The complaint shall be filed with the campus dean or designee.

C. Investigation
‘The campus dean or designee shall initiate an immediate investigation, gathering signed
statements and interviewing appropriate persons.

D. Authority to Require Students to Appear

The campus dean or designee may require any student to appear for an interview, or to

give a written statement. Failure to assist the dean in this manner may subject the student

to disciplinary action for obstruction of justice (failure to comply with the ofhcial an
discipl for ob £ fail ly with the official and

proper order of a duly designated college authority or agency). Further, a disciplinary

old may be placed on the class attendance, re-enrollment, or record of any studen

hold may be placed on the class attend lIment d of any student

failing to comply with the campus dean’s request for an interview or request for a

written statement.

E. Action Upon Completion of Investigation; Written Charges
After completing the investigation the campus dean or designee may:

* dismiss the complaint, or
* determine that the complaint is supported by reliable evidence.

e If the campus dean or designee determines that the complaint is supported by reliable
evidence, the campus dean or designee may — in the dean’s sole discretion —

e hear the matter;
* refer the matter to a disciplinary committee.

E  Charges; Elements of Due Process
The campus dean or designee shall provide a letter to the student, advising the student of
the nature of the charges. To ensure that a student’s rights to due process are preserved,
the following essential legal elements will be made available to the student:
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* Published rules, regulations, and procedures in evidence (current TCC Catalog and/or

Student Handbook);
e Due written notice of the charge(s) of violating such rules and regulations;
A hearing or oral proceeding before an administrative representative or adjudicating body;

* Information regarding witnesses who may give evidence to support the charge(s) and the
opportunity to call witnesses in his/her own behalf;

* Right to counsel of his/her own choosing;

* DPublic hearing (but if disrupted, the hearing can be closed);

e A written record of the hearing;

* A prompt written decision;

* Information regarding the appeal procedures which are available.

G. Dean’s Adjudication; Penalties
If the campus dean or designee hears the matter, he or she may immediately adjudicate
the matter based on witness statements, witness appearances, and the statements and
appearances of the charging party and the student charged. Based on the evidence, the dean
may dismiss the charges, or may, based on reliable evidence, invoke the following penalties:

e Dismissal from the college;
* Disciplinary suspension for a specified period of time;

¢ Disciplinary probation which may or may not be recorded on the student’s personal
record;

e Administrative reprimand or admonition;

* Restitution for damages;

e Withholding the transcript or degree;

* Bar against readmission;

 Suspension of eligibility for college activities;

 Suspension from a specific class or campus activity, or the use of specific offices or services;
¢ Work hours;

*  Such other penalty or penalties as may be mutually determined.

H. Appeals Procedure (Dean’s Adjudication)
A decision of the campus dean or designee may be appealed to the provost. The appeal
must be in writing and must be received by the provost’s office within five days after the
decision of the campus dean or designee. The provost will review the written record and
reach a determination. The decision of the provost is final.
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I. Disciplinary Committee
If the dean refers adjudication of the matter to a disciplinary committee, the dean will
advise the campus provost in writing. The campus provost will, within 3 days of receipt
of the dean’s notice, appoint a disciplinary committee. The committee shall consist of one
faculty member, one administrator, and one student. The dean shall serve as a ex-officio
member of the committee and shall serve as the hearing examiner.

The disciplinary committee will conduct a careful and thorough review of all the facts
concerning the alleged offense. On the basis of the review, the student may be absolved of
the charge or found to have violated a specific college rule or regulation. Recommended
disciplinary action, decided by a two-thirds vote of the committee membership, may
involve all or any combination of the penalties set forth above.

The committee shall complete its work within 5 work days of appointment, and within 2
work days of completion of the hearing, shall provide a summary of witness statements,
the facts, and the proposed penalty, if any, to the campus provost.

Upon receipt of the witness statements, fact summary, and proposed penalty (if any), the
campus provost shall review such, and reach a determination. Final disciplinary action will
be established by the campus provost, who shall promptly communicate this information
to both the student and the campus dean or designee.

J. Appeals Procedure (Disciplinary Committee)
A decision of the provost pursuant to a Disciplinary Committee adjudication may be
appealed to the college Vice President of Academic and Student Affairs. The appeal must
be in writing and must be received by the college Vice President’s office within five days
after the provost’s decision. The college Vice President will review the written record and
reach a determination. The decision of the Vice President of Academic and Student

Affairs is final.

K. Notice to Parents of Minors
The parent(s) or guardian(s) of any student under eighteen years of age who is dismissed,
suspended, or placed on disciplinary probation or otherwise disciplined may be notified
of the action taken. In the best professional judgment of the campus dean, the parent,
guardian, or spouse may be advised of disciplinary action, consistent with the Family
Education Rights and Privacy Act (FERPA), and/or the parent, guardian, spouse, or other
party may be advised that the student has refused to authorize the release of information
relative to institutional discipline.
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STUDENT GRIEVANCE PROCEDURE

Purpose

'The purpose of this student grievance procedure is to provide equitable and orderly processes
to resolve grievances other than grade appeals by students at Tidewater Community College.
Grievance procedures for appealing final grades in a course are described separately.

Definitions

Student: A student is defined as one who is or has been duly and legally registered as either a
full-time or part-time student at Tidewater Community College.

Grievance: A grievance is defined as a difference or dispute between a student and a college
employee of the campus with respect to the application of the rules, policies, procedures, and
regulations — exclusive of grade appeals — of the campus and college. Grievance procedures
for appealing final grades are described separately.

Procedure

First Step: Recognizing that grievances should be raised and settled promptly, a grievance
should be raised within ten calendar days following the event giving rise in the grievance.
As the first step, the student should contact the college employee who would best be able
to handle the grievance; e.g., the person with whom the student has a difference or dispute.
Every reasonable effort should be made by all parties to resolve the matter informally at this
level, and no written records of the matter will be placed on the student’s official file.

Second Step: If the student is not satisfied with the disposition of his grievance at the first
step, he/she may file a written appeal to the immediate supervisor of the employee involved
within five calendar days of receipt of the decision given in the first step. Within five calendar
days of the supervisor’s receipt of the written appeal from the student, he/she will notify the
employee and notify the student where and what time the meeting shall take place, but such
a meeting must be held no later than ten calendar days after receipt of the written appeal

by the student. At this point, the college employee involved may respond in writing to

the grievance.

Third Step: If the student is not satisfied with the disposition of his grievance by the
supervisor of the employee involved, he/she may request a hearing with the provost within
five days after receipt of the disposition of his grievance at the second step.

If, in his/her discretion, the appeal and record of previous actions indicate an appeal is not
warranted, the provost will notify the student, employee, and supervisor of his/her decision
within five calendar days after receipt of the appeal.
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If the provost grants the appeal, the provost may either hear the appeal himself/herself or
appoint an ad hoc hearing committee. The provost will notify the student, employee, and
supervisor within five calendar days after receipt of the appeal as to whether the provost or an
ad hoc committee will hear the appeal.

If the provost hears the appeal himself/herself, he will set a date for a meeting and notify the
student of the time and location in which the meeting will take place, but the meeting will
take place no later than ten calendar days after receipt of the written appeal by the student.
The provost will notify the student, employee, and supervisor of his/her decision within five
calendar days after hearing the appeal.

If, in his/her discretion, an ad hoc committee is desired, the provost will appoint the ad hoc
committee within five days after receipt of the written appeal. The ad hoc committee will
consist of five disinterested persons, including student representation, from the college. The
provost shall designate the chairman of the committee.

Within five calendar days after the ad hoc committee has been appointed by the provost, the
chairman of the ad hoc committee will set a time and place for the hearing and will notify
the student, the employee, and the employee’s supervisor. The hearing will begin within ten
calendar days after the ad hoc committee has been appointed. The ad hoc committee will
reach its decision by simple majority vote and communicate its recommendation in writing
to the provost within five calendar days after the hearing is completed.

Within ten calendar days of the provost’s receipt of the recommendation from the ad hoc
committee, the provost will make his decision and notify the student, the employee involved,
and the employee’s supervisor of this decision.

A copy of the appeal, the recommendation of the committee, and the decision of the provost
will be placed in the student’s official file.

Time Limitations for Grievances

Extension of Time: It is important to good relationships that grievances be initiated and
processed as rapidly as possible. Every effort will be made by all parties to expedite the
process. The time limitations specified herein may be extended by written mutual agreement
initiated by either party.

Effect of failure to appeal within time limits: If there is no written mutual agreement to extend
the time limit set herein, and if a decision at the first step is not appealed to the next step of
the procedure within the specified time limit, the grievance will be deemed settled on the
basis of the last decision rendered.

Effect of failure to respond within the time limits: Failure at any level of the grievance procedure
to initiate communication of a decision to the student within the specified time will permit
the lodging of an appeal at the next step of the procedure within the time which would have
been allotted had the decision been communicated by the final day.
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General Provision for Grievances

Identification: All written grievances and appeals will include the name and position of the
aggrieved party and a brief statement of the nature of the grievance and the redress sought by
the aggrieved party.

Informal Discussion: Nothing contained herein will be construed as limiting the right of the
student having a grievance to discuss the matter informally with any appropriate member of
the college and to have the grievance informally settled.

Employment of attorney: If a student so desires, he or she may employ an attorney at his or
her own expense to provide counsel at any level of the grievance procedure.

Academic Freedom: This grievance procedure will not be construed as restraining students in
their exercise of constitutional rights nor faculty in their exercise of academic freedom.

Sexual Misconduct Policy

I. Introduction
Tidewater Community College (TCC) believes that its students, faculty, and staff have
the right to a safe environment free from all forms of discrimination and conduct that
can be considered harassing, coercive or disruptive, including sexual misconduct. The
college shall not tolerate sexual misconduct in any form and shall aggressively investigate
all reported incidents of abuse on its campuses and in the workplace.

The college considers sexual assault and sexual harassment forms of misconduct that
undermine the integrity of the teaching, learning and workplace relationships. No
student or employee should be subjected to unsolicited and unwelcome sexual overtures
or conduct, of either a verbal or physical nature. For TCC, sexual misconduct does not
refer to occasional compliments of a socially acceptable nature. It refers to behavior that
is not welcome, is objectively and personally offensive, is extremely serious or pervasive,
debilitates morale, and therefore, interferes with work and academic effectiveness. Such
behavior may result in disciplinary action up to and including dismissal. Additionally, a
student or employee charged with sexual misconduct may be prosecuted under Virginia
criminal statutes.

II. Coverage
The TCC Sexual Misconduct policy applies to all students, faculty and staff and includes
sexual assault and sexual harassment.

III. Policy Implementation
a. All college deans, campus provosts, campus deans of students, academic deans,
business managers, and supervisors shall ensure that their facility is in full compliance
with this Policy and associated Legal Guidelines. All supervisors shall consult the
college’s Director of Human Resources/AA/EEO/Title IX coordinator (822-2565)
upon receiving a complaint of sexual harassment to ensure a prompt, fair investigation
of the complaint.
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b. Complaints of sexual misconduct shall be handled in one of two ways, depending
upon whether the complainant is a student or an employee.

1. A student shall file a complaint with the dean of students on the student’s campus
(or the campus provost if the complaint is against the dean). (See Section V,
Procedure, below for additional information.)

2. A college employee shall file a complaint with the appropriate department head
of the accused. The employee may choose to file the complaint with her/his own
department head who will notify the supervisor of the accused (see Section V,
Procedure, below for additional information).

c. An employee may also initiate a complaint by filing such complaint in writing directly
with the college president.

d. All claims must be thoroughly investigated. The college’s Title IX coordinator shall
provide guidance and assistance in the proper handling of any allegations.

IV. Legal Definitions and Guidelines

1. Sexual Assault
Sexual assault is defined as sexual intercourse without consent, including rape (whether
by acquaintance or stranger), sodomy, or other forms of sexual penetration. To constitute
lack of consent, the acts must be committed either by force, threat of force, intimidation,
or through use of victim’s mental helplessness of which the accused was aware or should
have been aware. Mental helplessness includes incapacitation by alcohol or other drugs.
Sexual assault also includes intentionally touching, either directly or through clothing,
of the victims genitals, breasts, thighs, or buttocks without the victim’s consent, as well
as touching or fondling of the accused by the victim while the victim is forced to do so
against her/his will.

2. Sexual Harassment
Sexual harassment is defined as unwelcome sexual advances, a request for sexual favors,
and/or other verbal or physical conduct or written communications of a sexual nature,
which is intimidating, hostile, or offensive. Sexual harassment shall have occurred when:

a. Accepting or tolerating such conduct is made a term or condition of a student’s status
or an individual’s employment either explicitly or implicitly;

b. Accepting or rejecting such conduct is used as the basis for academic or employment
decisions affecting the student or employee; or

c. Such conduct creates an intimidating, hostile, or offensive working or learning
environment, or substantially interferes with an employee’s work performance or
student’s academic performance.

Sexual harassment is contrary to the values of Tidewater Community College and the
Virginia Community College System (VCCS). It shall not be tolerated in any form, as
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outlined in Title VII of the Civil Rights Act of 1964, and as in Title IX of the Education
Amendments of 1972, which prohibits sexual harassment. All reported instances of
sexual harassment shall be investigated. The Director of Human Resources is the college’s
Title IX coordinator.

V. Procedure
Complaints of sexual misconduct shall be handled through the following procedures for
students and employees.

For both students and college employees, sexual misconduct should be reported
immediately (but in any case, not more than 60 calendar days after the offense without
“good cause” that can be documented). For both students and employees, the college’s
Director of Human Resources/AA/EEO/Title IX coordinator is available for assistance.

For both students and college employees, the alleged victim may request counseling
at each stage of the process. The alleged victim may choose any of the professional
counselors at the college to provide this “interim relief” during this process.

1. Student Complaint
To begin the process, the complainant (student) shall file a written complaint against
the accused (student or college employee) with the campus dean of students. If the
complaint is against the dean of students, it should be filed in writing with the campus
provost. The student may request the assistance of a counselor of her/his choice to assist
with this process.

Upon receiving a student’s complaint, the campus dean shall launch an investigation,
gather appropriate information, and call witnesses if necessary. This investigation shall be
completed within thirty working days after initiation. Where the allegations are complex
or other factors delay the investigative process, an extension may be granted beyond

the thirty working days if the extension is mutually agreeable between the complainant
and the campus dean. The decision shall be given to the complainant and the accused

in writing at the conclusion of the investigation. The complainant or the accused may
appeal this decision within ten working days of receiving the written decision to the
campus provost (or the college dean of academic and student affairs if the complaint is
against the campus dean). The provost shall hear the evidence, review the campus dean’s
decision, and render a decision within ten working days after receiving notice of the
appeal. The decision of the provost may be appealed by either party to the college’s vice
president for academic and student affairs within ten working days after the provost’s
decision is rendered. The vice president for academic and student affairs shall review the
case and shall provide a written decision within ten working days after notice of appeal
of the provost’s decision to the parties involved. If the decision is rendered in favor of the
complainant, the written decision shall be placed in the official record of the accused.

A complainant’s sexual history shall be excluded from the proceedings (including any
prior charges of sexual misconduct) except to the extent that history relates specifically to
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the accused. Further, the college shall safeguard the identity of the complainant outside
of the confidential proceedings conducted by all parties.

2. College Employee Complaint
If the complainant is a college employee, the offense is reported to the appropriate
department head of the accused. The college’s Title IX coordinator may be contacted for
the appropriate department head if not known. If the complaint of harassment is filed by
an employee against a student, the employee files the complaint with the campus dean of
students. To begin the process, the complainant shall file a written complaint against the
accused with the appropriate department head or with the campus dean of students. The
employee may choose to file the complaint with her/his own supervisor who shall report
the incident to the department head of the accused within five working days of receiving
the complaint.

Upon receiving the written complaint, the department head of the accused or campus

dean of students shall launch an investigation, gather appropriate information, and call
witnesses if necessary. This investigation shall be completed within thirty working days after
initiation. Where the allegations are complex or other factors delay the investigative process,
an extension may be granted beyond the thirty working days if the extension is mutually
agreeable between the complainant and the department head or campus dean of students.
The decision shall be given to the complainant and the accused in writing at the conclusion
of the investigation. The complainant or the accused may appeal the department head’s

or campus dean’s decision within ten working days after receiving the written decision to
the campus provost or the appropriate college dean. The provost or appropriate college
dean receiving the appeal shall review the case and shall render a written decision within
ten working days after receiving notice of appeal. The complainant or the accused may
then make a final appeal to the college president within ten working days of the provosts

or college dean’s written decision. After reviewing the case, the president shall issue a final
decision within ten working days of receiving the appeal. If the decision is ruled in favor

of the complainant, copies of the decision shall be placed in the official personnel file of
the accused (or student file, if the accused is a student). At this point, the accused or the
complainant may appeal the decision through the applicable grievance procedure.

A complainant’s sexual history shall be excluded from the proceedings (including any prior
charges of sexual misconduct) except to the extent that history relates specifically to the
accused. Further, the college shall safeguard the identity of the complainant outside of the
confidential proceedings conducted by all parties.

VI. Non-Retaliation
The college explicitly prohibits any and all retaliatory action against members of the college
community who bring sexual misconduct charges or assist in investigating such charges.
More specifically, neither their academic standing (in the case of students) nor conditions
and terms of employment (in the case of employees) shall be adversely affected.
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Tidewater Community College encourages all members of the college community to be
aware of the negative consequences of sexual misconduct and the options and support
available to victims. The college urges the complainant to seek assistance using any
appropriate resources. The college’s Equal Opportunity (EEO) Officer is located in the
Office of Human Resources and may be contacted by calling 757-822-1704.

Voter Registration

Voter registration forms are available at multiple locations on each campus, including the
Student Activities Office and the Photo ID Office. The college will assist persons with
known disabilities in completing and mailing the voter registration forms.

The State Voter Registration form can also be downloaded from the Internet at
www.sbe. Virginia.gov

The National Voter Registration form can be downloaded from the Internet at
www.fec.gov/votregis/vr.htm

NON-ACADEMIC MATTERS

Bookstores

Barnes & Noble at TCC serves the college with the main bookstore located at MacArthur
Center in Norfolk and a satellite bookstore at the Virginia Beach Campus. During peak book-
selling periods in the academic year, temporary on-campus distribution stores operate on the
Chesapeake and Portsmouth campuses. Books and supplies may be ordered from the bookstore’s
website at www.tcc.bncollege.com.

Chesapeake Campus (distribution store)
1428 Cedar Road, Chesapeake, VA ........ccovivininiiinininiiiniinicnncicereenns 757-822-5315

Norfolk Campus (bookstore)
300 Monticello Ave, Norfolk, VA 23510
MacArthur Center Mall, 3rd Level.cuuviiieooiiieieeeeeeeeeeeeeeeeeeeeeeeee e 757-625-3459

Portsmouth Campus (distribution store)
7000 College Drive, Portsmouth, VA 23703 .......cccccuiuiuemiuiininieinieieiceieieienenans 757-822-2620

Virginia Beach Campus (satellite bookstore)
1700 College Crescent, Virginia Beach, VA 23453 ........cccccccoviiniiinnnne 757-822-7575

Bulletin Boards

Information of general interest and notification of lost and found items or items for sale or rent
may be posted on college bulletin boards. The bulletin boards are placed at various locations
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on the campuses. All items must be approved by the campus provost, campus dean of student
services, or other designee.

The college assumes no responsibility for the validity of other than official college notices.

Bus Service

Hampton Roads Transit provides bus service to all campuses. Call 757-222-6100 for
information about bus routes and schedules. For HANDI-RIDE and MAXI-RIDE,
call 757-640-6247.

Communication Devices

Cell phones, pagers and other communication devices are prohibited in classrooms, laboratories,
and libraries, unless authorized by the appropriate faculty or staff. They must not be answered
during class nor should students disrupt the class by leaving to respond to calls.

Food Service

Vending machines provide food and beverages on all campuses. Snack bars are open on the
Chesapeake Campus, Norfolk Campus, Portsmouth Campus, and Virginia Beach Campus.

Health Problems

If you have documented chronic health problems or disabilities that may affect your attendance,
learning or personal safety, seek help from Disability Services who will provide you with a list
of appropriate academic accommodations. Instructors will not be informed about your specific
disability by Disability Services; it will be your decision and responsibility to inform your
instructors should you choose to do so. If you decide to talk to your instructors about your
accommodations, you will be provided with a copy for each instructor at the beginning of the
semester. Ask for a private meeting to discuss your accommodations with your instructors. It

is not required that you disclose the nature of your disability or chronic health condition to
receive academic accommodations.

Health Services

Tidewater Community College does not provide health services, emergency or otherwise. In
case of emergency call 911 or ask the campus switchboard operator to call 911.

Inclement Weather Policy

When weather conditions make it necessary to delay opening, cancel classes, or close the
college, one of the following notices will be provided by the TCC Information Center and local
radio and television stations. Please do not call any other college telephone numbers.

You can determine the college’s status by calling 757-822-1122, checking the radio or television
stations, or the college’s website (www.tcc.edu). One of the following notices will be provided:
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1. Message: The college is closed.
The college is closed day and evening for students and staff.

2. Message: The college will open/close at ( ).

The college will open/close at designated time for students and staff.

3. Message: The college will open at 4:00 p.m.
The college will be closed for day classes and day staff, but will open for evening classes
and evening staff.

4. Message: Evening classes are cancelled.
The college is closed for evening students and staff.

Parking and Traffic

The Tidewater Community College Board has approved traffic and parking regulations.
These regulations are designed to ease the flow of traffic and to ensure safety.

All posted and distributed traffic, parking, and speed limit regulations are to be observed by
all students, faculty, and staff. Designated college officials and staff persons are authorized to
issue citations to violators.

The college assumes no responsibility for the care or protection of any vehicle or its contents
at any time it is operated or parked on the campus. It is recommended that automobiles be
kept locked at all times.

Those drivers of automobiles who are bona fide visitors are also subject to a traffic citation.
Parking and/or moving violations will be noted by an administrative summons. Failure to
honor this summons will result in disciplinary action. The intent of the parking policy is to
discourage improper parking and to encourage compliance with traffic rules and regulations
on campus. A system of fines has been approved by the Tidewater Community College Board
and may be implemented.

Parking for the individuals with disabilities is restricted to those vehicles displaying a disabled
veteran’s license plate or an official Division of Motor Vehicles license plate or permit for a

disabled person.

Law enforcement agents will issue traffic summonses to vehicle owners who violate disabled
and fire lane parking regulations.

Smoking

Smoking and/or the use of any tobacco product is prohibited in all buildings at TCC and in
state-owned vehicles.
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Telephone Calls

Pay telephones are available on the campuses. Other phones are limited to official college
business. Touchtone registration phones may not be used for other purposes. Each campus

also has a TTY telephone.

Video Bulletin Board

Information about student activities, upcoming events, important dates, new courses, and
academic, career, and personal assistance are broadcast continuously on WTCC, the college’s
video communication system.

Web Page

TCC maintains a web site at www.tcc.edu. It contains the T7CC Schedule of Classes, as
well as frequently updated information on college programs and courses, admissions and
registration, student services, and locations.
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