
 

 

ALABAMA SOUTHERN COMMUNITY COLLEGE 

POLICIES AND PROCEDURES MANUAL 

TABLE OF CONTENTS 

Section V 

 

Section V: Employee Policies and Procedures 

Appointment of Full-Time Faculty and Staff ...............................................................................5.1 

Appointment of Part-time Faculty .........................................................................................5.1 

Appointment of Part-time Staff .............................................................................................5.1 

Classification of Personnel ....................................................................................................5.2 

Types of Employment ...........................................................................................................5.2 

Criminal Background Checks................................................................................................5.3 

Conflict of Interest and Ethics ...............................................................................................5.3 

State Board Policy 615.01.....................................................................................5.3 

Scope of Policy .....................................................................................................5.3 

Definitions Conflict of Interest .................................................................5.3 

Relative .....................................................................................................5.4 

Substantial Financial Interest ....................................................................5.4 

Conflict of Interest in Employment and Business Practices .................................................5.4 

Conflict of Commitment........................................................................................................5.5 

Personal Conflicts of Interests ...............................................................................................5.5 

Disclosure ..............................................................................................................................5.5 

Remedial Action of Non-Compliance ...................................................................................5.5 

Employment of Relatives ......................................................................................................5.6 

Fair Labor Standards Act ..............................................................................................................5.6 

Chancellor’s Guidelines for Overtime Work ........................................................................5.6 

Definition of Non-Exempt Employee ...................................................................5.6 

When a Non-Exempt Employee May Be Required to Work Overtime................5.6 

Nonexempt Employees – Holidays and Weekends ..............................................5.8 

Use of Compensatory Time Off ............................................................................5.8 

Employees Working Two or More Types of Jobs ................................................5.8 

Averaging Hours Prohibited .................................................................................5.9 

Working Extra Hours in a Day .............................................................................5.9 

Options for Compensation ....................................................................................5.9 

Paid Leave and Holidays ....................................................................................5.11 

Use of Compensatory Time Off ..........................................................................5.11 

Time Sheet ..........................................................................................................5.11 

The Students First Act ................................................................................................................5.11 

Probationary Classified Employees .....................................................................................5.12 

Non-Probationary Employees .............................................................................................5.12 
 



Reassignments/Transfers .....................................................................................................5.14 

Reduction in Force Procedures ............................................................................................5.15 

Guidelines ............................................................................................................................5.16 

Employee Grievance Procedures ................................................................................................5.18 

Employees ...........................................................................................................................5.18 

Plan of Resolution ...............................................................................................................5.19 

Filing of a Grievance ...........................................................................................................5.19 

Investigation, Hearing and Findings....................................................................................5.20 

Investigative Procedures .....................................................................................5.20 

Hearing Procedures .............................................................................................5.20 

Rules of Evidence ...............................................................................................5.21 

Report of Finding and Conclusions ....................................................................5.22 

Available Appeals ...............................................................................................5.22 

President’s Review..............................................................................................5.23 

Appeal to the Chancellor ....................................................................................5.23 

General Rule on Filing Deadlines .......................................................................5.23 

Other Employment Policies and Procedures...............................................................................5.23 

Political Activity ..................................................................................................................5.23 

Outside Employment ...........................................................................................................5.24 

Resignations ........................................................................................................................5.24 

Leave Policies ......................................................................................................................5.24 

Personnel Absences ............................................................................................5.24 

Annual Leave ......................................................................................................5.24 

Court Attendance ................................................................................................5.25 

Emergency Leave................................................................................................5.25 

Maternity Leave ..................................................................................................5.26 

Family and Medical Leave Act ...........................................................................5.26 

Military Leave .....................................................................................................5.27 

Personal Leave ....................................................................................................5.27 

Personnel Employed on Salary Schedule D ............................................5.27 

Full-Time Personnel Other Than Schedule D Employees ......................5.27 

Professional Leave ..............................................................................................5.28 

Professional Development Leave .......................................................................5.28 

Sick Leave ...........................................................................................................5.28 

Absences Due to Job-Related Injuries ................................................................5.30 

Sick Leave Bank ..................................................................................................................5.31 

Travel Policy .......................................................................................................................5.32 

Automobile Regulations .....................................................................................5.32 

Transportation Policy ..........................................................................................5.32 

Fuel Purchasing Policy .......................................................................................5.33 

Pre-Travel Approval ...........................................................................................5.34 

In-State Travel ....................................................................................................5.34 

Out of State Travel ..............................................................................................5.35 

Duty Days and Holidays .................................................................................................5.36 



Employee Conduct Code ................................................................................................5.37 

Employee Dress Code Guidelines ..................................................................................5.38 

Phones and Electronic Devices .......................................................................................5.38 

Teacher Retirement System ............................................................................................5.38 

Tax-Sheltered Annuities .................................................................................................5.38 

Insurance .........................................................................................................................5.39 

Employee/Dependent Tuition Assistance .......................................................................5.39 

Definitions...........................................................................................................5.39 

Eligibility Requirements .....................................................................................5.40 

Termination of Eligibility ...................................................................................5.40 

Tuition Cost ........................................................................................................5.40 

Limitation ............................................................................................................5.41 

Conditions ...........................................................................................................5.41 

Auditing ..............................................................................................................5.41 

Repeating Class ...................................................................................................5.41 

Records Transmittal ............................................................................................5.41 

Work Week .........................................................................................................5.42 

Partial-Year Employee Deferred Compensation ............................................................5.42 

Maintenance Requests ....................................................................................................5.42 

Information Technology Support ....................................................................................5.42 

Public Information ..........................................................................................................5.42 

Computer and Technology Services ...............................................................................5.43 

Email Services ................................................................................................................5.43 

Mail Services ..................................................................................................................5.43 

Purchasing Policies and Procedures ................................................................................5.43 

Purchase Orders ..................................................................................................5.44 

Competitive Bids ................................................................................................5.44 

College Equipment..........................................................................................................5.44 

Contracts and Leases.......................................................................................................5.45 

Fund-Raising Activities ..................................................................................................5.45 

Tobacco Use....................................................................................................................5.45 

Possession of Firearms on Campus.................................................................................5.46 

 
 

 


