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Acknowledgement 

 

I, the undersigned, acknowledge that I have received the Forrest College Faculty and 
Staff Personnel Policies and Procedures handbook, revised June, 2015. 

I further acknowledge that I have read, understand, and am familiar with the policies and 
procedures of the College.  In consideration for employment, I agree to abide by Forrest 
College policies as a condition of being hired.  It is my understanding that the College 
reserves the right to alter these Policies & Procedures at any time and that I will be given 
notice of any changes by e-mail.  It is further understood that no one, other than the 
Board of Directors, has the right to alter these policies and that oral or written promises to 
the contrary are null and void.  No one except the Board of Directors has the authority to 
waive or modify any of the provisions of this handbook or to make representation to the 
contrary. 

This handbook is considered a guideline to the college’s current policies and procedures 
and is subject to change with no notice.  Many of the policies contained in this handbook 
are based on legal provisions, interpretations of law, and employee relations principles, all 
of which are subject to change.   

Pursuant to SC Code Ann. 41-1-110, this handbook does not constitute a contract for 
employment.  This college has the right, at its discretion, to modify this handbook at any 
time.  Nothing herein limits the college’s prerogative to terminate an individual employee’s 
employment.  The College remains the final authority as to the proper interpretation and 
application of the provisions of this manual.   

 

 

________________________________________ 
Employee Signature 
 
 
 
 
_________________________________________ 
Date 



 3 

Personnel Handbook 

INTRODUCTION 
 
This handbook is intended to provide all employees of Forrest College, faculty and staff, 
with guidance in carrying out their responsibilities. It should not in any way be construed to 
create any sort of contractual obligation upon the College, nor should it be deemed to 
modify, explain, or interpret your contract/job description or establish procedures required 
to enforce rights and responsibilities. The rights and obligations of the College and the 
employee are strictly limited to the written letter of agreement/contract that each employee 
has with the College.   
 
MISSION STATEMENT AND EDUCATIONAL PURPOSE 
 
The mission of Forrest College is to provide an environment that inspires 
students to more fully develop the confidence to reach their personal and 
professional goals.  The College strives to attain its mission by providing 
appropriate educational experiences that stress personal and academic goal 
attainment and emphasize the importance of learning as a life-long process 
through both individual and group work. 
 
The educational purpose of Forrest College is to provide initial training, re-
training, and updating skills through its two-year educational programs 
culminating in an associate degree.  Students are primarily prepared for careers 
in business, computer technology, allied health occupations, and criminal 
justice. 
 
In order to accomplish its purpose, the College: 
 

 Regularly evaluates and updates its educational programs 
 Provides up-to-date equipment  
 Selects instructors and staff members who have appropriate 

backgrounds and experiences to motivate students to reach their 
potential 

 Promotes self-discipline and motivation that will enable students to enjoy 
both personal and career success 

 
The College employs individuals who model behaviors consistent with its 
mission to demonstrate the qualities and characteristics that we wish our 
students to acquire. These qualities include self-reliance, self-direction, self-
discipline, responsibility, and dependability.  The College has a tradition of 
providing personal attention and individualized instruction in a small, close-knit 
academic setting. 

 
Forrest College  is in business to provide initial training, retraining, and updating educational programs 
at the two-year, post-secondary level (culminating in the Associate Degree), which prepares 
students for careers in business, including careers as paralegal and allied health 
practitioners. 
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Although the College's programs of study are not primarily intended for transfer of credit, (that is, we 
prepare individuals to assume job positions at the entry level once they have satisfactorily 
completed their programs of study with the College), we do have a strong emphasis in the Associate 
Degree Program to educate students within a spectrum of social and cultural issues. 
 
It is our aim to educate people for the business world in skills, attitudes, and work habits 
consistent with accepted business practices. We recognize that every student is an 
individual with unique aptitudes for business careers. Our objective, therefore, is to assist the 
student in developing an aptitude to a level of employability. 
 
TEACHING PHILOSOPHY 
 
The administration firmly believes that it is not enough to provide students adequate 
course work in order for them to achieve professional and personal success. Rather, it is 
the way in which the learning takes place that can have the greatest impact on a student's success.  
 
Because its teaching philosophy is critical to carrying out the mission of the College, the college strives 
to hire only those instructors whose personal teaching philosophy matches that of the 
College's. It is only by adopting this philosophy and practicing it that we provide our students the 
greatest opportunities for success. 
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TEACHING OUR STUDENTS 
 
WHY DO OUR STUDENTS COME TO FORREST COLLEGE? 
 
Why do our students pay more money to study at Forrest College when they can take the same 
courses for a lesser charge in the public educational system?  Since our buildings and equipment are 
not much different from that of the public schools, we feel that the difference must be in our PEOPLE 
and IN THE WAY THAT OUR STUDENTS ARE TREATED.  
 
Our students know that our instructors and our staff care. They believe that our instructors know their 
material and how to get it across. They believe that our employees are competent and will treat them 
professionally in all matters dealing from the initial admissions procedures through financing and 
placement assistance. They believe that they will get from us the help they will need to make it in the 
workplace. They are convinced that we really do care, and that we really will give them the help, 
individual attention and encouragement that they need in order for them to succeed. They feel that 
they really have a fighting chance to make it because of our efforts.  YOUR WORK WITH AND 

TREATMENT OF OUR STUDENTS MUST BEAR OUT THEIR EXPECTATIONS AS WELL 

AS THE IDEALS THAT ARE STATED HEREIN. 
 

WHAT IS EXPECTED OF YOU 
 

We ask you to do more as an instructor than just teach your subject. We ask the same of our staff.  
Many of our students have never attended a post-secondary institution and do not know if 
they "have what it takes" to make it. Even worse, many of our students have had incredibly poor 
instruction in the public system. Many of them are transferring from post-secondary 
educational systems that have treated them with all but total indifference. As a result, 
many are scared and lack the confidence to achieve. If you think back to when you 
were a freshman in college then perhaps you can remember that it does not take much to 
convince these students that they cannot achieve. In fact, it will take a lot to convince them that 
they can make it. So you must not only teach, you must encourage, motivate, and instill 
the self-confidence in these students that they need to get through a positive Forrest 
College learning experience. With confidence will come the will to live up to their commitment 
when times get tough, and times do often get tough for many of our students, both at school and 
at home. 
 
Employees are expected to take a similar attitude to what is asked of our instructors. You, too, must 
be instructive. You must encourage. You must be patient, polite and informative. You 
must do everything that is necessary to encourage a qualified applicant to pursue his or 
her learning at Forrest College and to instill a level of confidence that’s needed in order to 
achieve success both academically and personally. 
 
You must also understand that it is our goal to teach our students everything they need for 
a responsible career. The average student appreciates the need for good skills but often 
fails to realize that getting and keeping responsible jobs takes more than that. You must, 
therefore, demonstrate the qualities that make a good employee, like courtesy, pride in 
one's work, self-discipline, promptness, etc. It is through modeling these behaviors that we 
are best able to teach our students what is likely to be expected of them in the workplace, or better 
yet, what it is possible for the workplace to be. 
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You are expected to provide the extra help and attention needed before, during, or after 
class to get every student through - to go the extra yard for the student who may take longer 
to grasp the concept. You must be the type of person who feels good when every learner 
succeeds and graduates to a new life and career. If you are not that kind of person, you will 
not fit in at Forrest College. 
 

All people are born with a certain amount of ability. Good instructors and staff can reach out 
and tap that ability in students. 
 
HOW WILL YOUR PERFORMANCE BE JUDGED? 
 
Our students' goals are to learn their skills, effective work habits and attitudes, graduate, 
and find jobs. Our long-term success depends on our ability to meet those goals. Therefore, 
our instructors and our staff are judged on the success of our students. We will review the 
number of students who drop classes, abandon or fail in classes, as well as those who pass 
classes. We will also review employer feedback to determine how well students are doing 
on the job. We will regularly solicit student feedback to determine how students perceive 
what sort of job you are doing in the classroom and in the various administrative offices of 
the College. In a small school setting such as ours, it really is not difficult to know who is and 
who is not doing his/her job in accordance with our expectations. 
 
ABSENCES  
 
Instructors are expected to make appropriate arrangements to have a qualified substitute to 
teach in his/her absence. The same holds true for administrative staff.  That is, instructors 
and staff are expected to prepare lessons or work activity in advance enough so that, 
should an emergency occur, a substitute will have a lesson plan to follow or a fellow 
employee can substitute for your absence. In addition to making the necessary 
arrangements for having an appropriate substitute in your absence, you are required to call 
your students to let them know of the situation and to also inform an administrator that you 
will not be in and that you have taken care of the situation appropriately.  
 
Attendance, punctuality, and preparedness have an important bearing on whether your 
employment will be renewed. Irregular attendance and tardiness have a negative impact 
upon the individual, other faculty members, administration, and students. REGULAR AND 
PROMPT ATTENDANCE IS EXPECTED! 
 
Similarly, staff members are expected to be on time and on the job and to demonstrate all of 
the qualities of good instructors in all dealings with students. 
 
ACADEMIC FREEDOM  
 
The College’s Board of Directors and Administration recognize instructors' rights to 
academic freedom including: 
 
1.  Freedom to conduct research and publish materials, if these activities do not interfere 

with the  satisfactory performance of academic duties and responsibilities. 
2. Freedom in the classroom to discuss controversial issues as long as the topic is related 

to the course in some meaningful way, is approached objectively, and as long as 
opinions are not stated as fact. 
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3. Retention of all rights as citizens to free speech and publication within a private 
employment setting. 

 
These rights are not, as such, subject to instructional censorship or discipline. However, the 
instructor presents an image to the public by which the College may be judged. Therefore, 
instructors must be accurate, show respect for the opinions of others, and make clear that they 
are not institutional spokespersons. Public complaint regarding inappropriate personal and 
professional behavior by any faculty or staff person will not be tolerated and are grounds for 
immediate dismissal. 
 
BOOKS AND SUPPLIES 
Although instructors are encouraged at all times to make suggestions regarding 
textbook adoptions, such texts must be approved in advance by the Academic Dean. Any 
books and/or supplies used will be those approved by the administration and shall be 
ordered through the proper channels only. Texts are considered on the basis of 
organization, supplementary instructional materials such as videos, audiotapes, and other 
teaching aids, as well as on the basis of computer assisted materials where appropriate 
and self-instruction to the greatest extent possible. Instructors are required to submit 
purchase requisitions and/or any suggestions as to text changes or adoptions to Academic 
Dean at least one quarter in advance of teaching the course at a very minimum.  
 
COMMITTEE ASSIGNMENTS 
 

The college’s administrators are always looking for faculty members who enjoy sharing their 
enthusiasm for their subjects or their hobbies with students. We have been trying for some 
time to generate interest in such clubs and activities as films, discussion and debate groups, 
computer-related club activity, newsletter involvement, current events forums, etc. 
Instructors are expected to, on a voluntary basis, share their enthusiasm over the 
courses, which they teach through club sponsorship. 
 

COMMUNITY RESOURCE UTILIZATION 
 

In order to enhance the educational programs at the College, each instructor is encouraged to 
utilize at least one community resource each quarter to supplement their in-house 
instructional program. This resource should directly relate to the program content and may 
include but not be limited to outside speakers, field trips, etc. Documentation of such activity is to be 
made on the Community Resource Utilization Form.  Instructors must register the intent to 
participate in such activities with the Academic Dean in advance of such activity. 
 
DEFINITIONS 

 

1. Full Time Faculty:   Individuals who have completed their probationary period of 90 days and 
normally teach a minimum of three courses per quarter.   

2. Adjunct Faculty members (part-time faculty) are engaged to provide instructional services for 
specific courses within the areas of the instructor's academic training and/or business experience. 
Adjunct faculty members normally teach fewer than three courses per quarter.   

3. Staff members are individuals whose primary responsibility is not teaching. For instance, 
the Finance and Business Coordinator is a staff person. Should she be involved in the teaching of 
a course, such as the student orientation course, she would not be considered the primary instructor 
and her responsibilities would be helping to serve students in other ways appropriate to the 
business of the College. 
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OFFICE HOURS 
 
Although the College does not require a definitive number of office hours for its faculty or 
of its staff, as part of its operational philosophy, the College expects all faculty members to 
provide assistance to students as needed.  
 
As a general rule, faculty should allow at least one hour per week per class taught for this 
purpose and encourage their students to seek them out should they need assistance. 
Instructors are encouraged to spend some “after class” time with their students.  It's a good idea, 
for instance, to let your students know that you are available 15 minutes before the 
start of class and 30 minutes after class lets out.  
 
Staff members are expected to extend their hours from what is normally considered the "business 
day" to hours that suit the needs of our evening students. 
 
ACADEMIC ADVISEMENT 
 
It is the College's philosophy that instructors have the greatest impact on retention of 
students than any other factor at the College; therefore, the College expects all faculty 
members to become involved with the academic progression of their students.  Instructors 
are not assigned a formal number of hours per week for academic advisement. They are 
expected, however, to be available to their students for academic advisement on as-
needed basis.  
 
Occasionally, a student might seek other than academic advice from an instructor or staff 
employee. Should this be the case, the student's conference should be documented. If 
the matter is one which is outside of the individual instructor's or employee's expertise to handle, 
the matter should be referred to the Academic Dean in sufficient detail so that the counseling and/or 
advisement can proceed.  
 
RESEARCH 
 
Although the College does not specifically assign a formal number of hours per 
week for research, faculty are encouraged to conduct research as desired, provided that it 
does not interfere with the adequate performance of academic duties.  Instructors are encouraged 
to actively involve their students in research. 
 
PROFESSIONAL ACTIVITIES 
 
The College encourages its faculty to participate in professional growth activities. The 
College will not restrict such professional activities as long as they do not unfavorably 
impact upon job performance, attendance, efficiency, or jeopardize confidential information 
or negatively impact the College's reputation in the community. Any requests that the College 
pay for professional growth activity on the part of any faculty or staff person must have the 
recommendation and approval of the Academic Dean at least one quarter in advance of the 
anticipated activity. 
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EMPLOYMENT SELECTION PROCESS 
 
INITIAL APPOINTMENT. The procedures for initial appointment of all faculty and staff employees 
are as follows: 
 

1. APPLICATION.  Each candidate must complete an employment application and request that 
transcripts from all post-secondary schools be sent directly to the College. 

 
2. INTERVIEW. After the applications have been reviewed, The Academic or Administrative 

Deans (depending on the nature of employment) select those to be interviewed in order to 
determine which candidates best meet the selection criteria. Interviews are sometimes 
conducted in front of other appropriate personnel. For instance, if the applicant were being 
considered for a position in the Records Office, the Registrar would likely be asked to sit in 
on the interview. 

 
3. ADMINISTRATION. The President, the Academic Dean or the Administrative Dean 

are directly responsible for the hiring of new faculty and staff. No one else is authorized 
to hire or terminate personnel. 

 
4. PROBATIONARY PERIOD. The initial appointment is subject to a one-quarter 

(approximately ninety day probationary period of employment), during which time the 
faculty or staff person will be evaluated. The probationary period can be extended if deemed 
necessary. Either party with two week’s notice and without recourse may terminate 
employment during the initial 90 days or during any extended probationary period. 

 
5. SELECTION CRITERIA. In an effort to select the best-qualified candidates for faculty and 

staff positions, and thereby provide a quality education and atmosphere for its students, it 
shall be the policy of the College to select faculty and staff persons on the basis of the 
following guidelines: 
 

a. Academic qualifications consistent with state and accreditation agency requirements 
b. Collegiate level training 
c. Post-secondary teaching experience 
d. Sufficient on the job experience 

 
EQUAL EMPLOYMENT OPPORTUNITY 
 
The College is an equal opportunity employer. As such, the College does not practice 
discrimination in any form and strives to ensure that decisions regarding employment are 
based solely on individual qualifications and suitability without regard to race, color, sex, 
sexual orientation, age, religion, religious affiliation, national origin, marital status, veteran 
status, or any other factors which have no bearing on demonstrated competence or proficiency in 
the prospective employee's proposed area(s) of responsibility to the College. 
 

REAPPOINTMENT  
 
When an employee successfully completes the probationary period, the employee's letter of 
agreement will automatically renew for an additional 90-day (quarter) period of 
employment. This letter of agreement will automatically renew at the end of each 
subsequent quarter thereafter unless terminated or modified by either party (the employee 
or the College) in accordance with the provisions of the letter of agreement, specifically 
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included but not limited to employment at will provisions. 
 
ADVANCEMENT 
 
In order to foster a more cohesive working environment, the College strives to promote from 
within if a prospective employee has the necessary qualifications for a position. The 
College encourages any employee who has a desire for advancement to bring this to the 
attention of the Administration. As openings become available, the employee should 
request an interview. 
 
TENURE  
 
Although the College does not have tenured faculty, longevity is one factor considered 
when evaluating employees. Candidates for available positions will be considered based 
on performance, productivity, and the ability to do the job. However, when candidates 
have equal ability and performance, longevity will be given consideration.  Longevity (among other 
factors) also impacts such areas as the scheduling of vacations and wage/salary considerations. 
 
EQUIPMENT REPAIRS 
 
Maintaining well-functioning equipment is paramount to providing quality education; 
therefore, instructors and staff persons will immediately notify the LRC specialists in writing 
of any equipment in need of repair. 
 
EVALUATIONS 
 
Instructors shall normally be subject to the following schedule of evaluations: 
 

1. PROBATIONARY PERIOD. The instructor will be evaluated during the probationary 
period(s) of employment.  This normally takes place during or at the end of the probationary 
period. 

 
2. END OF THE QUARTER. At the end of each quarter and for scheduled classes, 

students will evaluate the performance and effectiveness of their respective 
instructors.  Results of these evaluations will be summarized and instructors will receive the 
summarized results of student evaluations.  Student evaluation of instruction/instructors is a 
primary consideration in renewing employment. 

 
3. STAFF MEMBERS. These individuals follow basically the same procedures, as do instructors 

in the process of evaluation. 
 
GRADUATION 
 
Instructors contribute as much as anyone to the successes of their students and therefore 
should celebrate these successes with them at commencement.  All faculty members are 
required to attend the Associate Degree commencement ceremony, which is held annually (usually 
in June). This is considered part of a faculty members assigned duties. Part time instructors 
and employees are paid on an hourly basis to attend this event.  Instructors who do not participate in 
the ceremony will likely not be asked back depending on the nature and/or reason for their non-
attendance. 
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IN-SERVICE TRAINING 
 
Once a year, at a minimum, the College sponsors a faculty and staff in-service training 
activity. Attendance at all in-service training sessions is required. Faculty members are 
encouraged to make the most of the training activities offered. Although in-service training is 
considered a part of the faculty member's assigned duties, instructors and staff may submit 
for the additional hours worked as the result of the in-service. In-service sessions are 
informative and informal. The College always provides refreshments and snacks at these activities. 
 

ORIENTATION 
 
The student orientation program is intended to encompass a wide range of topics including a 
general orientation to the College, faculty, staff, procedures, etc. Study skills, time 
management, goal setting and other areas, intended to help our students to become better 
prepared to face their future personal and career challenges, are also explored. Instructors, 
staff members, and administrators are expected to participate in this orientation. 
 
PROFESSIONAL GROWTH 
 
All instructors are required to engage in professional growth activities. Documentation of such 
activities shall be made on the Annual Faculty Development Plan and shall be updated annually, 
at a minimum. Professional growth is evidence by (1) membership and participation in 
educational associations and professional organizations, (2) continuing education, (3) 
concurrent related organizations, and (4) educational research. 
 
TUITION REIMBURSEMENT 
 
The College may assist its faculty and some part-time and full-time employees in 
professional development activities through adoption of the following tuition 
reimbursement policy. 
 
Faculty members, part-time and full-time employees may receive (if approved) reimbursement for 
tuition for advanced courses under the following circumstances: 
 
1. The course must be related to the subject matter that you teach or to your duties as an 

employee. 
2. You must earn a “B” or better grade in the course in order to be reimbursed for the course.   The 

college may reimburse instructors and employees for no more than one course per year. 
3. The course must be recommended of the Academic Dean in writing and in advance by at 

least one quarter of the anticipated date of taking the course.  The Board of Directors has 
final approval as to whether the request is approved. 

4. The individual employee must submit a transcript showing the grade earned in the course 
together with the request for reimbursement within 30 days after the course has been 
completed. 

5. The faculty member agrees to repay to the College any reimbursements paid for any 
courses taken within six months of the employee's resignation or termination. In other words, if 
you quit your position with the College within a six-month period of having taken a course for which 
the College has paid, you must reimburse the College. 

 
In addition, staff members are occasionally given the opportunity to engage in professional 
growth activities that will directly improve their job performance and effectiveness. These 
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activities must be directly related to increased job proficiency and must have the prior 
written recommendation of the Academic and/or the Administrative Deans depending on 
the nature of the activity.  An example of such an activity is a Career Track Seminar on "Managing 
Your Time More Effectively." The College will reimburse the employee for attendance at 
such seminar(s), if so agreed upon in writing and in advance by the Administration. 
 
RESIGNATION 
 
Letters of agreement for instructors and staff provide strict procedures for the resignation of 
such positions. If an employee plans to resign his/her position, these procedures, specifically 
the timeliness of such resignation, shall be followed. 
 

ACADEMIC POLICIES AND PROCEDURES 
 

Attendance Policies must not be punitive.  Faculty with obviously punitive 
polices will not be asked to teach in subsequent quarters.  

With as many opportunities as there are to reach out to students by such 
means as email, Lync, TeamViewer, Skype, etc., there is relatively little to no 
excuse for an instructor to not attempt to reach out to his/her students; to 
deliver course content remotely when at all possible.  In keeping with these 
expected, more flexible “attendance” possibilities, you will make it clear to your 
students under what circumstances they will be appropriately marked “present” 
or absent.  

 
STUDENT ATTENDANCE POLICY   
 
The attendance policy established for individual class absences is left to the discretion of 
the instructor.  Instructors have the prerogative of constructing individual attendance policies 
with their students.  Instructors are asked to make such arrangements/judgments 
depending on the nature of the course and whether or not the student is capable and 
responsible enough to handle such an arrangement. Ultimately, the matter of attendance is 
a matter to be addressed by the instructor and his/her students, individually or as a group. 

Instructors have the prerogative to and are encouraged to negotiate group 
and/or individual attendance policies with their students.  Instructors are asked 
to make such arrangements depending on suitability, taking into account, 
among other things, the nature of the course and whether or not the student(s) 
is capable and responsible enough to handle such an arrangement. 

College Attendance Policy (Specific to Refunds) 

 Students who are absent from all classes for the first two sessions of a 
regular term or for the first session of a midterm or for a course that meets 
one time a week, are considered withdrawn and all tuition, fees, and 
financial aid will be refunded.   

 A student is not officially withdrawn from the College until a signed Status 
Form has been completed and processed by the Records Office. The 
effective date of withdrawal is the day the Records Office receives the 
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completed form.   Refunds are calculated based on the effective date of 
withdrawal. 
 

Withdrawal Policy:  Grades of “W” or “NC” are issued to students who officially 
withdraw from a course after the close of the drop/add period and prior to the 
last day of classes.  Students are required to complete the official withdrawal 
(Status) form to be filed with the Records Office; failure to officially withdraw will 
result in a grade of “F” in courses for which the student is registered. 
 
MAKE-UP COURSE WORK 
 
Policy for makeup work and/or tests is left to the discretion of the instructor. 
 
TARDINESS 
 
The treatment of tardiness is left to the discretion of the instructor.  Tardiness, as is absence, is an 
arrangement that is to be honored between and instructor and his student. 
 
COUNSELLING 
 
Instructors are expected to counsel their students who have not complied with the 
instructor’s policy and expectations on attendance.  Instructors are expected to keep up 
with their students in this regard.  Instructors who do not monitor closely their students, 
student assignment, attendance, etc., are not likely to be reinstated as instructors.   
 
Instructors are given the primary responsibility of encouraging their students to attend 
classes in a responsible manner and in keeping with the dictates of the instructor and 
with the standards and expectations demanded of course content and application.  
Different courses, different content matter, ability of the student in question, etc., are all 
to be considered in making any arrangement and coming to any agreement with 
students as to their individual requirements regarding attendance and submission of 
course materials or any other matter regarding how the course is to be conducted.  
Instructors are expected to keep notations on arrangements with students pertinent to 
these matters. 
 
E-Mail & Electronic Resources 
 
The College provides electronic mail resources to support its work of teaching, research, 
and public service as well as for other appropriate purposes.   E-mail is an official means for 
communication within as well as for outside communication.   
 
It should be clearly understood that the College has the right to send communications to 
students & faculty/staff via e-mail and the right to expect that those communications will be 
received and read in a timely fashion.  The College will monitor electronic mail as a routine 
matter and will do so as it may deem necessary for purposes of of maintaining the integrity 
and effective operation of the College's electronic mail systems.  All e-mail in this regard is 
the sole property of the College.  Infringements regarding this policy will lead to dismissal of 
the employee.  Any employee who is found to abuse e-mail policy and/or who uses email 
inappropriate or alters email messages, etc., will be subject to immediate dismissal 
 
AUDITING COURSES. 



 14 

 
Students who have properly registered for such courses may audit classes. Instructors do 
not award grades for students taking classes on an audit basis. 
 
CHEATING 
 
If an instructor believes that a student has engaged in cheating, the instructor should bring 
this to the attention of the Academic Dean. At that time, the facts will be reviewed with a final 
determination as to what action, if any, should be taken. 
 

CLASS HOUR 
 
Instructors are expected to begin and end classes on time. Failure to do so may jeopardize 
the instructor's continued employment at the College. Instructors are not permitted to 
change class hours or make other changes to the way the course has been scheduled 
unless they secure the advance written permission of the Academic Dean. 
 
CLASS SIZE 
 
Classes are scheduled to meet the learning needs of the students; therefore, the College 
cannot guarantee class size in any given quarter. Classes for which the minimum 
enrollment does not "make" may be cancelled at the discretion of the administration. 
 
COURSE ASSIGNMENTS 
 
Classes are scheduled each quarter to meet the needs of the students. Whenever possible 
the Administration will accommodate instructor preferences in terms of scheduling classes to 
be taught; however, the College cannot guarantee instructors in any given quarter a certain 
number of courses or times during which those courses will be taught. Courses are scheduled to 
accommodate student needs as well as to maintain a student/teacher ratio, which is cost-
effective to the College. 
 
COURSE WITHDRAWALS 
 
If an instructor intends to withdraw a student from class or if a student has indicated 
his/her intent to withdraw from a class or from school, the instructor should advise the 
student that he must formally withdraw in writing, through the Records Office and that 
failure to do so may both academic and financial consequences. 
 
CLASS EXEMPTION BY EXAMINATION 
 
Any 100 level course may be exempted if the student has never been registered 
for the course and if the student is able to pass a competency examination. In 
order to exempt a course, the student must be given a comprehensive (final) 
examination compiled by the instructor and approved by the Academic Dean, which 
covers the subject areas in the course. The test is to be given during the first week 
of the course, and the student must receive an 80% or better to exempt the course. If the 
student passes the test, the instructor fills out the Class Exempt by Test Form, attaches the test to 
the form, and turns it in to the Academic Dean, who processes the request and submits it to the 
Business office. Instructors must give the Academic Dean written notification in advance that a 
student is being given an Exemption by Examination. The student must present a receipt to the 
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instructor as proof that the credit-by-evaluation fee has been paid or that proper arrangements to do 
so have been made in advance of the evaluation. 
 

COUNSELING/ADVISING 
 
In order to successfully carry out the Mission of the College, instructors are encouraged to 
play an active part in their students' academic and/or personal development. Frequently, 
students seek the counsel of faculty or staff persons. In addition, at times faculty members 
should initiate counseling/advising with their students and should refer the student to the 
Program Coordinator for additional counseling.  A Student Counseling Report Form is 
provided for the reporting of advice or counsel given to a student. After counseling and/or 
advice have been given to a student, this form should be turned into the Academic Dean. In keeping 
with the College's policy, all counseling shall remain confidential. 
 
DROPPING/ADDING COURSES 
 
Generally, students are only permitted to drop and/or add courses during the first week of a 
regular term session.  New students beginning classes at mid-term session may drop during the first 
two days of a midterm session.  Continuing students who have registered for a class beginning at 
midterm must drop that class during the drop add period on the regular term session.  Courses that 
are dropped before mid-term will receive a "W' on the student's transcript and will not be 
calculated into the CGPA. Courses dropped after mid-term will be posted as an "NC" on the 
student transcript and will be calculated into the CGPA.  Students who do not formally withdraw in 
writing to the Records Office will receive a grade of “F” for all coursework attempted for the term 
 
GRADING 
 
GRADING SCALE. The College has a standard grading scale. All instructors are required to follow 

that grading scale in the awarding of credit. 
 
GRADING EVALUATION. The evaluation of students' grades is left to the discretion of the instructor. 

However, instructors are encouraged to base a certain percentage of a student's grade on class 
participation, group work, individual or group presentations, and other such factors. 

 Under all circumstances, students are to be evaluated by applying the following student 
performance categories: 
 
(Please note that in all instances students are evaluated in similar terms to how they would be 
expected to perform on the job as employees.) 

 
Student Performance Categories 

 
The academic performance Review is an important tool in encouraging students and 
instructors to discuss the student's most important areas of performance in support of 
the instructor's, the College's and the student's established goals. Providing 
students with information about their academic performance and preparing them for 
future positions are undoubtedly some of the most important tasks in which the 
College engages. In order to have students do an exceptional job in the 
workplace, it is critical that these activities take place. 
 

This formal appraisal is a tool for objectively evaluating performance, based on 
measurable results. The results of performance reviews will be one factor used by 
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instructors in the distribution of grades. The goal is to reward individuals whose 
academic performance is such that they would be similarly rewarded for job 
performance during the prior year in an actual work environment. It is important to 
remember, however, that grade assignment involves factors other than performance 
appraisal, which may include the student's position within the range of other 
students in the course. 
 
Each accountability is to be appraised and an overall rating assigned. Although a 
student is to be rated on performance and contributions during a specific appraisal 
period (the term of the course), the overall rating is a measurement against both 
the total requirements and standards of the course and against others performing 
similar work, just as it is likely to take place in the actual work environment itself. 

 
CATEGORIES AND THEIR DEFINITIONS 

 
THE EXCEPTIONAL STUDENT (THE EXCEPTIONAL EMPLOYEE) 
 
(THE 'A' STUDENT): Describes that student whose contribution far exceeds course 
requirements on a consistent basis. Definitely and consistently performs unusually high 
quality and quantity of work; shows a high level of initiative, consistently sound judgment, 
and excellent decision-making. A student (or employee) in this category will regularly 
expand activities beyond normally expected limits, will have recognized and capitalized 
on additional opportunities to advance him/her self within the realm of the course (the 
Company's interest), and will contribute in a way superior to almost all other students 
(employees) with equal responsibilities. Demonstrates exceptional personal skills and 
works as a team member to reinforce collaboration. 
 
THE STUDENT OR THE EMPLOYEE WHO EXCEEDS EXPECTATIONS (THE "B" 
STUDENT): Describes a student or an employee whose contributions consistently 
exceed job or course requirements. A student in this category will regularly innovate and 
achieve better than expected quality and quantity of work while adhering to schedules 
and other expectations (such as budgetary constraints in an actual work environment). 
This student quickly assimilates new tasks and consistently works to enhance 
understanding through superior listening and communication skills. The student's 
instructors will continue to encourage student excellence and will identify any areas 
where future development, attention, and study are needed. 
 
THE STUDENT WHO MEETS EXPECTATIONS (THE "C" STUDENT or THE 
AVERAGE EMPLOYEE): Consistently performs all duties and assignments in a fully 
capable manner, meeting all expected criteria for quality and quantity of work; shows 
initiative and good judgment, and contributes significantly to meeting the overall 
objectives of the operating group. A student or employee in this category will respond 
well to minimal time and attention by the instructor or the supervisor. The student's 
instructor (employee's supervisor) will point out any areas of performance where there is 
room for growth. 
 
THE STUDENT WHO IS IN NEED OF IMPROVEMENT (THE "D" STUDENT): 
Performs some duties and/or assignments in a capable manner, meeting some 
objectives, but requiring improvement in either quality or quantity of work to achieve 
higher overall performance. The student's instructors will define both the areas of 
performance that need improvement and the extent of improvement needed. 
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THE STUDENT WHOSE WORK IS UNACCEPTABLE (THE "F" STUDENT): 
This student maintains marginal performance in meeting objectives in either quantity or 
quality of work suggesting that he or she lacks either motivation or ability. The student (or 
employee) in this category may respond poorly to normal supervision, requiring 
excessive time and attention beyond that which is reasonable for the instructor or the 
supervisor to give. A student whose performance is evaluated in this category must be 
placed on probation for a specified period of time, as quickly as possible after it is 
obvious to the instructor that the work is sub-standard, just as is likely to happen in an 
actual work situation. 
 

1. FINAL GRADE. By the end of the final week of each quarter, instructors will submit to the 
Academic Dean a Final Grade Roster for each course taught.  The Academic Dean will 
examine the rosters and submit them to the Records Office. 
 

2. GRADE CHANGES. A grade change in any given class may only occur with a verifying signature 
from the instructor of the class and upon approval of the Academic Dean.  Whenever a grade is to 
be changed, the instructor shall complete a grade change on the Student Status/Change of 
Grade Form and submit it to the Academic Dean, who will submit the data to the Records Office 
for processing. 
 

3. INCOMPLETE GRADES. Grades of Incomplete ("I") are to be utilized only in hardship cases, not 
in cases where students were lackadaisical about keeping up with course work.  A grade of 
Incomplete is intended for the student who has performed good to excellent work all during the 
duration of the course but for some reason may lack some extended and brief period of time in 
which to satisfactorily complete his work.  An appropriate application as well would be that of a 
student who has fallen ill during the course of the quarter and needs some additional time to finish 
up. 

 
4. Grades of Incomplete (“I”) must be made-up in the manner prescribed on the appropriate form or 

by the end of the following quarter; otherwise the grade will convert to an "F".  Report the final 
grade on the Final Grade Roster and attach the "Form for the issuance of a grade of Incomplete 
Grade. Other restrictions such as the amount of work the student must have minimally completed, 
apply.   

 
5. Consult the Registrar, if you have questions. Once a student has completed and submitted all 

work in accordance with the provisions stipulated on the grade incomplete form, the instructor is 
required to note and to submit a grade change on the student on the Student Status/Change of 
Grade Form. 
 

6. FAILED GRADES. Students who fail classes may be required to repeat those classes in order to 
satisfactorily meet their graduation requirements.  In addition, students receiving a grade less than 
"C" in major area courses will have to repeat the course in order to satisfactorily meet program 
requirements. For example, any Associate Degree Student must maintain a "C or better average 
in all BUS courses.  All Associate Degree students who are specializing in microcomputer 
software applications must additionally maintain a grade of "C" or better in any DAT course. Refer 
to the College Catalog or consult the Registrar for more specific information. 

 
LIBRARY ASSIGNMENTS 
 
The College's mission is to help its students develop cognitive, social, and business skills that ultimately 
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improve the chances for employability. The administration encourages the faculty to enhance this 
development through class assignments that require library usage, that require that students work 
together in groups as well as individually. The library has full Internet access to databases through its 
participation in the Library Information Resource Network (LIRN) pertinent to any of the course 
offerings of the College and a relatively unlimited amount of data on virtually any subject. 
 
SYLLABI 
 
Master course syllabi are maintained in the Academic Dean’s Office. Instructors must 
submit a revised (updated) syllabus for every course taught each quarter. The outline 
template (the only format that is to be used) is available on-line and available on request from the 
Academic or Administrative Dean’s Office. 
 
TEXTBOOKS 
 
It is the College's policy to seek instructor input in textbook selection. Instructors are encouraged to 
bring their textbook requests to the attention of the Academic Dean well in advance of the quarter of 
proposed text adoption. 

 
FACULTY AND STAFF PERFORMANCE CATEGORIES 

GUIDELINES AND DEFINITIONS 
 
Performance reviews are an important tool in accessing instructor effectiveness and in supporting the 
College’s goals. You will be evaluated based on several factors including, but not limited 
to, formal observation, student surveys, and your own self-evaluation. The object is, of 
course, to evaluate your performance based on measurable results. The results of performance 
reviews are one factor that is used in making salary-planning decisions. The goal of each 
year's salary plan is to reward individuals whose job performance during the prior year 
merits special recognition. It is important to remember, however, that salary increases involve 
factors other than performance appraisal, including but not limited to such factors as how 
important the employee is deemed to be in the production of income to the College. 
 
Category: Exceptional (The “A” Instructor or Staff Employee) 
 
Describes that employee whose contribution far exceeds job requirements on a consistent 
basis. Definitely and consistently performs unusually high quality and quantity of work: shows a 
high level of initiative, and consistently displays sound judgment, and excellent decision making 
skills. An employee in this category will regularly expand activities beyond normally expected 
limits, will have recognized and capitalized on additional opportunities to advance the College's 
interest, and will contribute in a way superior to almost all other employees with equal or 
similar responsibilities. Demonstrates exceptional personal skills and works as a team 
member to reinforce collaboration. 
 
Category: Exceeds Expectations (The “B” Instructor or Staff Employee) 
 
Describes an employee whose contributions consistently exceed job requirements. An 
employee in this category will regularly innovate and achieve better than expected quality and 
quantity of work while adhering to schedules and budget. Quickly assimilates new tasks. 
Consistently works to enhance partnerships through superior listening and 
communication skills. The employee's supervisor will continue to encourage employee 
excellence and will identify any areas where future development is needed. 
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Category: Meets Expectations (The “C” or Average Employee) 
 
Consistently performs all duties in at least minimally acceptable manner, meeting all minimally 
acceptable criteria for quality and quantity of work; shows initiative and good judgment and 
contributes to meeting the overall objectives of the College. An employee in this category will 
respond well to minimal time and attention by the supervisor. The employee's supervisor will 
point out any areas of performance where there is room for growth.  This instructor or staff 
individual will not be asked back if his/her standards do not improve within a specified 
period of (probationary) time. 
 

Category: (The “D” Instructor) Needs Improvement 
 
Performs some duties in a capable manner, meeting some objectives, but requiring 
improvement in either quality or quantity of work to achieve higher overall performance. The 
employee's supervisor will define both the areas of performance that need improvement and the 
extent of improvement needed. This employee takes up an exorbitant amount of time and effort 
and will not be asked back. 
 
Category: Unacceptable 
 
Marginal performance in meeting objectives in either quantity or quality of work suggesting 
either a lack of motivation or a lack of ability. The employee in this category responds poorly to 
normal supervision, requiring excessive time and attention by the supervisor. An employee 
whose performance is evaluated in this category will be dismissed immediately and replaced 
by someone who is capable of doing the job in the manner expected.  
 
Your performance will further be measured by such factors as  

1. Your demonstrated ability to impart knowledge in your students 
2. Your ability to have your students demonstrate the skills that are essential to 

good job performance  
3. Your demonstrated ability to hold on (retain) your students 
4. Your ability to assist students in acquiring the necessary skills that improve their chances 

for job placement employer satisfaction.  
5. Your ability to cooperate and get along with the faculty, staff, and administration of the 

College 
6. Your ability to behave in an enthusiastic, cooperative and collaborative manner 

with faculty, staff and students 
7. Your demonstrated ability and willingness to participate in college sponsored 

events and to show that you possess a vital interest in fostering the interests of 
the college 

 
As instructors, we should ask ourselves whether we would entrust your own children to 
the quality of education and/or service that you are providing to our students. 
 
Sexual Harassment.  
 
Each employee is entitled to work in an environment free from sexual harassment. Sexual 
harassment will not be tolerated under any circumstances, and all personnel have an obligation to 
take all possible steps to stop any such practices.  If you even suspect that you have witnessed or are 
yourself a target of sexual harassment you are to report your suspicion to the Administrative Dean. 
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It is strictly forbidden by the College for any employee to harass another employee or 
student by: 
 
1. Making unwelcome sexual advances, requests for sexual favors, or other verbal or 

physical conduct of a sexual nature a condition of any employee's continued 
employment. 

2. Making submission to or rejection of sexual conduct a basis for employment decisions 
affecting the employee 

3. Creating an intimidating, hostile or offensive working environment for an employee who 
refuses sexual advances. 

4. Making sexually oriented jokes or comments in the presence of a co-worker or student. 
 
Any employee who believes that he or she has been sexually or harassed in any other manner 
harassed should immediately report the alleged act in writing to the Administrative Dean. 
 
The Sexual Misconduct Plan of the College involves the following: 
 

1. Maintain a committee to handle allegations 
2. Communicate the policy to all staff, parents, and students. 
3. Complete an employment packet and consent for a background check 
4. Have a plan of recognizing sexual misconduct such as, but not limited to: 

a. Unwelcome sexual invitation or requests 
b. Demands for sexual favors 
c. Unnecessary touching or petting 
d. Leering at a person’s body 
e. Unwelcome and repeated innuendos or taunting about a person’s body, 

appearance, or sexual orientation. 
f. Suggestive remarks or other verbal abuse of a sexual nature  
g. Visual displays of degrading or offensive sexual images 
h. Threat of sexual nature, sexual assault, and any other verbal or physical conduct 

of a sexual nature. 
5. The Administrative Dean will document the report immediately. 
6. The Administrative Dean will take corrective action and will likely contact proper civil 

authorities if necessary 
 
Smoking 
 
Smoking is permitted only in designated smoking areas. In addition, employees shall adhere to all other 
building regulations such as not eating or drinking in the computer lab or other designated areas. 
 
Travel (Official Business) 
 
Personnel who travel on official business on behalf on the College will be reimbursed. Restrictions 
do apply and all such travel must have the prior written approval of the Administrative Dean. 
 
Work Hours 
 
The basic workweek for administration is approximately 40 hours; however, working hours are 
scheduled according to the needs of our students. The maximum number of hours for which any 
employee will be paid are noted in the employee’s letter of agreement (LOA).  Employees are 
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expected to discharge their responsibilities in a professional and acceptable manner within their 
designated maximum number of hours per week. Employees who feel that they are not capable of 
completing their assignments on a timely, professional, and acceptable manner as is outlined in their 
letters of agreement must submit new (proposed) letters of agreement which clearly outline any 
additional time or compensation or any other matter which is being requested for consideration. Said 
(proposed) letters of agreement may be considered by the Administrative Dean (possibly in 
collaboration with the Academic Dean depending on the nature of the request).  In any case, 
only LOAs that are approved and attested to will be honored. 
 

ADDITIONAL INFORMATION FOR PERSONNEL  
 
Think of students as CUSTOMERS. If you think of them as customers, you will treat them 
differently. Our customers pay our lights, rent, and salaries. Without our students, none of 
the above would exist. Remember, students can choose to attend public or state schools for much 
less cost, so they may not expect to get much in return. Our students make a substantial investment 
to come to Forrest College and they expect to get a good return on their investment. If they do 
not, they will justifiably become dissatisfied customers. Dissatisfied customers let other potential 
customers know of substandard service.  Forrest College does not advertise extensively. We 
rely primarily on the referrals made by our satisfied students. 
 
A student comes to Forrest College primarily to receive practical and useful jobs 
skills training. "Theory" is taught to the degree that ensures that the student will be 
proficient in the application of his/her practical skills, It serves to expand student 
horizons in an effort to better prepare them to deal more effectively with a wide range of 
persons in professional and social settings. You have an obligation as an instructor to help 
students to understand that there is more to learning than applications. The practical nature 
of work is the easiest. Most practical applications can be learned on the job.  Practical 
applications take intelligent thinking and being able to transfer and apply knowledge to 
different situations having learned from previous experiences. A major factor in getting 
ahead is being able to speak intelligently about what is happening in the world and in the 
community and in knowing what relevance and implications it might have to individual as 
well as to our work situations and circumstances. 
 
The quicker you allow and encourage your students to do hands-on-work and to get 
“involved”, the more motivated they will likely be to stick it out and not quit. 
 
Encourage your students to work in small groups; to cooperate with one-
another; to learn and to teach one-another. Assign students to groups randomly 
so that they can break away from individuals with whom they are familiar and get to know and 
work well with others as members of teams.  This will help them to understand the 
benefits of collaborating with others in the workplace in order to achieve mutually 
beneficial goals and ambitions. 
 

Meet/confer with other instructors and make sure you know what they are doing. 
Instructors of beginning students must know what instructors of intermediate students 
require and expect, and those instructors must, in turn, know what the teachers of 
advanced students require. Instructors of more advanced students must know what the 
intermediate and beginning students have learned. Also, teachers must know how 
much out-of-classroom work is being assigned in an effort to coordinate assignments so 
that they are reinforcing and allow students the most economic use of their time away from the 
College. It is completely possible, for instance, for assignments in contemporary affairs to 
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serve as acceptable topics for papers required in written composition. It is perfectly possible for an 
instructor of English to accept a student’s psychology class assignment to be a legitimate subject for an 
English composition paper.  This is important in an environment such as ours, where many of our 
students are married, working, and engaged in other real life situations. 
 
Some of the students who enroll in your courses have accomplished very little in their 
lives up to this point. They may have a low self-esteem. Some will be on the lowest 
economic income levels. But all of our students come to Forrest  College for the same 
reason. THEY BELIEVE THAT WE CAN HELP THEM SUCCEED AT SOMETHING. 
THEY BELIEVE THAT WE CAN HELP THEM TO COME CLOSER TO ACHIEVING THEIR 
PERSONAL AND CAREER AMBITIONS. Since they are likely to have been beaten down 
so many times before, it will not take much to discourage them. Your personal attitude toward their 
achievement and the building of positive self-esteem is a most crucial factor in their 
development. 
 
Have some of the most enthusiastic graduating students talk to the beginning students 
during the first quarter. They should talk without teachers present. Pick enthusiastic 
students and they will talk about the great education they have received and how excited 
they are about their new careers. 
 

Talk with students in a language which they can understand, and always describe 
to them WHAT THEY WILL BE ABLE TO DO when they finish their day in 
class with you and when they complete their course. Telling them what they will learn 
is not as effective as explaining to them what they will be able to do with what they 
are learning. For example, do not tell students in a medical program that they are going 
to learn cardio-pulmonary resuscitation when they are finished. Tell them instead that they 
will have the capability to start the heart or lungs and perhaps save a life when they finish. 
Then tell them this is CPR. Many persons pursue an education because they want to be 
able to do something with what they have learned after they are finished. 
 
Make it a point to stop by the Admissions area when a prospective student is being 
interviewed and listen to exactly what that prospective student is being told. Then ask yourself 
whether you are likely to meet that student's expectations. 
 
Do not be punitive. Do not administer tests for the sake of being punitive. Tests (all 
evaluative instruments/methods) are purposeful only if they serve as an indication as to 
whether the student is grasping the vital concepts of the course. 
 

Start your classes on time and finish them on time. Students may seem grateful to you 
for letting them out early today, but three weeks from now, when they are failing your 
class or feel that they have not learned anything worthwhile, they will say that they could 
not learn the materials because you were always letting them out early or that you did not start 
class on time.  Keep your class busy and productive during the time allocated.  Prepare so that this 
is the case. 
 
Prepare a detailed syllabus and course outline. You are required to distribute a course 
syllabus to your students and stick to it. Students must know what is expected of them 
at all times. If you need help with this you must consult with the Program 
Coordinator or with the Academic Dean. 
 
Teachers in private schools must be more than teachers. They must be promoters of 
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the College. They must "sell' the school just like the Admissions Office has convinced 
the applicant that Forrest College is able to meet their needs. You are expected to 
constantly re-enforce a positive image about the school toward their students. This applies to 
teachers' actions as well as words. Unlike public schools, students pay our salaries! 
 
Keep your eyes and ears open. If you learn of a student who is having problems, tell the Academic or 
the Administrative Deans. This applies to school, personal, family, or any other kind of 
problem that may interfere with the student's potential success and completion. 
 

Do not just teach the subject matter of your assigned class. Whenever the 
opportunity arises, teach the intangible qualities that your students will need to get and keep a job and 
to make it through life. Teach students the importance of self-discipline, of pride in their 
work, of promptness, of speaking English properly, of courtesy, of getting along with and 
cooperating with others, etc.  You are expected to demonstrate these same qualities 
yourself by modeling such behaviors to your students. 
 
The best way you can help maintain drop-outs is to teach in such a manner that our 
students feel that they will get through, graduate, get a job and improve their 
own lives as well as the lives of their families. If you take this attitude, you will be helping 
your students to find a way to resolve their money problems, transportation problems, illness 
problems, and all the other very real problems standing between them and their goal of 
finishing their schooling and getting on with a better fife. They will do this if they believe that 
they have a fighting chance to achieve their goals. 
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GENERAL PERSONNEL POLICIES 
 
CATALOG  
 
All employees receive a copy of the College catalog upon employment. You are expected to 
read it in its entirety and to adhere to all policies and procedures contained therein.  You may also 
refer to the college website for a complete and updated catalog at any time.   
 
CODE OF CONDUCT REGARDING TITLE IV LOANS 
 

Forrest College is a member of the Southern Association of Student Financial Aid 
Administrators, http://www.scasfaa.org/ (SASFAA).  The Financial Aid Office abides 
by SASFAA's Code of Conduct which states that the Financial Aid Office staff are 
expected to maintain exemplary standards of professional conduct in all aspects of 
carrying out their responsibilities, specifically including any and all dealings with any 
entities involved in any manner in student financial aid regardless of whether such 
entities are involved in a government sponsored, subsidized, or regulated activity. 
 
The following includes requirements specified in the Higher Education Act and applies 
to officers, employees, and agents of Forrest College. 

1. Forrest College will not engage in revenue-sharing arrangements with any 
lender. This is defined as any arrangement between the school and a lender 
that results in the lender paying a fee or other benefits, including a share of the 
profits, to the school, its officer, employees or agents, as a result of the school 
recommending the lender to its students or families of those students. 

2. Employees in the Financial Aid Office will not accept gifts from any lender, 
guaranty agency or loan servicer. This ban is not limited to providers of Title IV 
loans. Providers of private education loans, also known as alternative loans, are 
included in this provision. The law does provide for some exceptions related to 
specific types of activities or literature including: 

a. Brochures or training material related to default aversion or financial 
literacy. 

b. Food, training or informational materials as part of training as long as 
that training contributes to the professional development of those 
individuals attending the training. 

c. Favorable terms and benefits to a student employed by the College as 
long as those same terms are provided to all students at the College. 

d. Entrance and exit counseling as long as the College's staff is in control 
and the services of a specific lender are not promoted. 

e. Philanthropic contributions from a lender, guarantee agency, or servicer 
unrelated to educational loans. 

f. State education, grants, scholarships, or financial aid funds 
administered by or on behalf of the State. 

3. No employee of the College's financial aid office will accept any fee, payment or 
financial benefit as compensation for any type of consulting arrangement or 
contract to provide services to or on behalf of a lender relating to education 
loans. 

4. Borrowers will not be steered to particular lenders, or delay loan certifications. 
This includes assigning any first-time borrower's loan to a particular lender as 
part of their award packaging or other methods. 

http://www.scasfaa.org/
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5. The College will not request nor accept any offer of funds for private loans. This 
includes any offer of funds for loans to students at the College, including funds 
for an opportunity pool loan, in exchange for providing concessions or promises 
to the lender for a specific number of loans, or inclusion on a preferred lender 
list. 

6. The College will not request nor accept any assistance with call center staffing 
for financial aid office staffing. However, the College can request or accept 
assistance from a lender related to: 

a. Professional development training for financial aid administrators. 
b. Providing educational counseling materials, financial literacy materials, 

or debt management materials to borrowers, provided that such 
materials disclose to borrowers the identification of any lender that 
assisted in preparing or providing such materials. 

c. Staffing services on a short-term, nonrecurring basis to assist the school 
with financial aid-related functions during emergencies, including State-
declared or federally declared natural disasters, and other localized 
disasters and emergencies identified by the Secretary. 

7. No employee of the College may receive anything of value from a lender, 
guarantor, or group in exchange for service on its advisory board.  Employees 
may, however, accept reimbursement for reasonable expenses incurred while 
serving in this capacity. 

8. The College will not permit a lender to use any form of identification related to 
Forrest College on lender promotion materials including publications, mailings, 
website or any other electronic media.  

 
COLLEGE PROPERTY 
 
Any individual who defaces or destroys College property will be responsible for the repair or 
replacement costs. Condition of classroom property and equipment should be checked 
frequently to discourage abuse and theft. College property may not be loaned for personal 
use.  Report by email any malfunctioning equipment or equipment in need of repair to the 
Librarian. 
 
COMPLAINT RESOLUTION-FACULTY AND STAFF 
 
From time-to-time, employees may have a job-related problem or a complaint. These problems or 
complaints must be brought to the attention of the Administrative Dean in order to be effectively 
resolved. 
 
COMPLAINT RESOLUTION-STUDENTS 
 
See Administrative Appeals Procedure section of the College Catalog. 
 
CONDUCT 
 
The general rules of employee conduct apply to both faculty and staff. Engaging in any acts 
or practices that are inconsistent with the ordinary, reasonable, and common sense rules 
of conduct necessary for the welfare of the College and its employees is prohibited. 
Specifically, violations of one or more of the following rules of conduct may invoke disciplinary action 
up to and including dismissal. These rules of conduct are not meant to be all-inclusive, and 
therefore, disciplinary action may be taken for other reasons not stated herein. 
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Nothing contained in these policies relating to faculty and employees shall be used to 
interpret college employment contracts or letters of agreements or to nullify or change the 
written employment contractual obligations of the party as it relates to reasons for dismissal or 
otherwise. 
 
1. Conflicts of interest 
2. Breaches of confidentiality 
3. Chronic or patterned absenteeism 
4. Deviations from duties and responsibilities including insubordination, disrespect. disobedience, 

refusal to perform work 
5. Failure to give proper notification of absence 
6. Falsification of employment applications for work records 
7. Intoxication, use or sale of alcohol or illegal drugs at work 
8. Actual, attempted, or threatened physical or verbal assault on another employee or student 
9. Refusal to comply with proper work instructions or to accept a proper work statement 
10. Health, safety, or security violations 
11. Tardiness and/or quitting early 
12. Theft or malicious damage to college property 
13. Unauthorized solicitation 
14. Unauthorized use of college equipment, supplies, or services 
15. Conviction of or admission to a criminal act while employed by the college 
16. Carrying a concealed weapon or possession of explosives while on college property 
17. Contact resulting in student complaints or loss of business that interferes with student goodwill 
18. Making false, vicious, and/or malicious statements concerning an employee, college official, 

student, or the College. 
19. Speaking badly about the College in any way 
20. Acting irresponsibly at work in the sense of using work time as personal time or time unrelated 

to the business of the College 
21. Claiming for more hours worked than actual 
22. Taking the property of the college or someone’s personal property as your own 

 
The College expects professional behavior of its staff and faculty as well as conduct which 
is consistent with its role as a collegiate institution providing a quality education to its 
students. Disciplinary action will be taken for conduct, behavior or performance which may 
be detrimental to the efficient operation or quality image of the College. Disciplinary actions may 
include a written or verbal warning or reprimand, suspension without pay, or dismissal. 
 
CONFIDENTIALITY  
 
All employees' salary and personal data are confidential information. In addition, all 
aspects of the College's operations and all student records, which have not been released 
as public information or knowledge, are considered confidential. Breach in confidentiality will 
result in disciplinary action or termination of employment. 
 
COPYRIGHT PROTECTION 
 
Employees are advised that copyright laws protect not only written material, but also 
computer software. When the College purchases software, it purchases a license to use the 
software, which varies among different types of software. These limits are usually clearly 
written on the package containing the software. Personnel are not permitted to 
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duplicate software disks unless the license specifically permits the institution to do so and unless 
they have specific and written approval of the Administrative Dean to do so. No one is permitted at 
any time to install their personal software on any of the computers at the College or to use their 
college computers for any other than conducting the official business of the college.  Any questions 
regarding software usage should be directed to the Administrative Dean. 
 
 

DRUG FREE WORK FORCE 
 
 It is the policy of the College that all employees and students are prohibited from 
participating in the unlawful manufacture, distribution, dispensing, possession, or use of a 
controlled substance or alcohol on the premises of the College or any College-related 
facility or activity. Any employee doing so will be subject to disciplinary action up to and including 
termination. Any student doing so will be subject to action up to and including permanent dismissal 
from the College. These students or employees will be subject to referral for prosecution. 
 
As a condition for continued employment or enrollment, the College may require employees 
or students to participate satisfactorily in a drug abuse assistance or rehabilitation program 
approved by a federal, state, or local health or law enforcement agency or any other appropriate 
agency. 
 
A description of the applicable legal sanctions under local or state law for the unlawful 
possession or distribution of illicit drugs and alcohol is available for your review from the 
Admissions Office as well as from the office of the Dean for Administration. A list of any 
drug or alcohol counseling, treatment, rehabilitation, or re-entry programs that are available 
to employees or students is also available. A description of legal sanctions under federal law for the 
unlawful possession or distribution of illicit drugs and alcohol is also available, as well as 
descriptions of health risks associated with the use of illicit drugs and the abuse of alcohol. 
 
EATING AND DRINKING 
 
Eating and drinking is prohibited in the computer and medical labs. All employees are expected to 
both adhere to and enforce this policy. Light snacks and beverages are permitted elsewhere 
based on the discretion of the instructor and or Librarian and as long as individual students 
and employees pick up after themselves and tidy up the classroom, the library or workplace 
before leaving. This policy is subject to change without notice. 
 
EMPLOYEE/EMPLOYER/STUDENT RELATIONS 
 
The success of the College depends, to significant degree, on the conduct of its 
employees. Therefore, employees are expected to be courteous, responsible, and cooperative 
in dealing with fellow employees, students, and all other persons with whom they may come into 
contact in the performance of their duties. 
 
HOLIDAYS 
 
Full-time faculty and staff personnel receive paid holidays for the holidays listed in the administrative 
calendar as employee holidays. Not all student holidays are staff and/or faculty holidays. 
Part-time faculty and staff do not receive paid holidays.  If it’s not in the College Calendar, it is NOT an 
official holiday. 
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LEAVE 
 
SICK DAYS. Faculty and staff are allowed a reasonable number of sick days each year. 
The College does not set a specific number of sick days, but will consider the amount of 
sick days each employee uses, together with other factors, in assessing the employee's 
overall job performance and will decide on a case-by-case basis how many paid sick days will be 
permitted each year based on individual circumstances. Sick days may not be used to extend a 
vacation, social occasion, or for any other purpose other than illness. Sick days do not 
accrue. 
 
VACATION. After the first full year of continuous employment, each full-time faculty and 
staff member will receive two weeks paid vacation per year. Part-time staff members are 
not eligible to receive paid vacations. Faculty vacations must be taken while 
classes are not in session unless arrangements are made and approved in writing and in 
advance and in writing by the Dean for Administration. Staff members may not take vacations 
one week prior to or during the two weeks after a quarter start or the week of the quarter change 
unless such arrangement has been made and approved in advance and in writing by the Dean 
for Administration. Unused vacation does not accrue. 
 
LONGEVITY 
 
Longevity is the amount of continuous employment an employee has with the College. 
Longevity will be considered as one factor among many when evaluating employees. 
Normally, candidates for available positions will be considered based on performance, 
productivity, and the ability to do the job. When candidates have equal ability and 
performance, longevity will be considered. If an employee resigns and is rehired at a later 
date, all previous length of service is relinquished 
 

“MOONLIGHTING" 
 
The College does not prohibit professional work done outside of working hours as long as it 
does not unfavorably affect job performance, attendance or efficiency, or jeopardize 
confidential information, or negatively impact the College's reputation in the community. 
 
OPEN-DOOR POLICY 
 
The College does not foster an open-door policy. All staff and faculty are required to make their 
suggestions and/or problems known to the attention of the Dean for Administration or to the 
Academia Dean depending on the nature of the problem. Any such notification or concern 
must be submitted by e-mail to the appropriate individual.  Any such communication must 
state the nature of the problem or concern in brief but specific terms.  Additionally, it must 
make some indication as to what the reasonable resolution of the problem is hoped to be.  
The College continues to look for better and more efficient ways of conducting its 
operations. Unnecessary interruptions do not serve any useful purpose.  Any ideas for 
improving services, increasing income, cutting costs, and/or developing better procedures 
and policies are welcome.  If you need assistance or are seeking advice of any sort, you 
MUST submit such a request of the appropriate individual in writing through e-mail. 
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PARKING 
 
Adequate parking is available for faculty, staff, and students. All individuals should follow 
parking and traffic flow patterns as posted. All faculty and staff should park in the parking 
area behind the College building and reserve up-front parking for visitors and prospective 
students.  Additional parking is also available in front of FCComp. 
 
PAY PERIOD 
 
The College pays on a quarterly schedule unless otherwise stipulated in your letter of agreement. 
Paychecks are issued when grades and resources are received. 
 
PERSONAL INTERRUPTIONS 
 
Except for emergencies, personal telephone calls and/or visits, e-mail, surfing the Web, cell phone 
usage, etc., are not permitted during the workday. 
 
PERSONNEL RECORDS 
 
It is each employee's responsibility to keep his or her personnel records accurate and up-to-date 
and to keep the College informed of any change in address, telephone number, marital status, 
number of dependents, and persons to be notified in case of emergency. Instructors are required 
to obtain official transcripts from their previous college(s) attended before actual 
employment begins.  The Dean for Administration sees to these details.  
 
REDUCTION IN WORK FORCE 
 
A reduction in work force may be necessary due to economic reasons. Should this 
situation occur, you would receive at least a two-week notice. 
 

REHIRING 
 
Past employees who left the College in good standing and who wish to be rehired will have 
to meet the same pre-employment requirements as all other applicants applying for the 
position. Employees who have been discharged "for cause" or who have demonstrated a 
strained previous working relationship with the College need not reapply. 
 
RESIGNATION 
 
Any employee planning to resign is required to give written notice to the Dean for Administration. The 
notice shall include the reason for resignation. Employees are required to give proper 
notice of resignation in accordance with their letters of agreement. Matters addressed upon 
resignation include the return of all College property and student/administrative records prior to 
receipt of the last paycheck, keys to the College, and other College property, computer, 
software, etc. The use of the name of any administrator or any other employee of the 
College as a reference shall be approved in advance. It is normally our policy to ask that an 
employee who resigns his or her job unexpectedly leave immediately. 
 

RESPONSIBILITY OF STAFF AND FACULTY 
 
It shall be the obligation of each employee to carry out the duties and responsibilities of 
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his/her respective position in accordance with all internal policies and procedures. This 
shall be done in such a manner as to comply with all principles (1) to provide a 
quality education to our students; (2) to comply with all Federal, State, and 
accreditation laws, rules, regulations, and procedures; and (3) to operate with business-
like efficiency. 
 
 
 
 
 
 
 
Revised:  Summer 2015 


