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EMPLOYEE
HANDBOOK

Published by Human Resources Department

James Sprunt Community Collegeissues this FACULTY AND STAFF HANDBOOK for the purpose of furnishing relevant information to
all employees. Announcements, rules, regulations, policies, and procedures contained herein are subject to change without notice
and may not be regarded in the nature of binding obligations on the College or the State. Efforts will be made to keep changes to a
minimum, but changes in policy by the State Board of Community Colleges, the North Carolina Community College System, the

State Legislature, the Board of Trustees, and/or local conditions may make some alterations necessary.

The information contained in this handbook should in no way be considered an employment contract or a guarantee of continued
employment. Employment with James Sprunt Community College is on an at will basis. This handbook is intended only as a
convenient guideline for employees relevant to various campus policies, procedures, or programs. The handbook is not to be
considered as an official publication of the Board of James Sprunt Community College. In case of any variation from or conflict with
the bylaws or policies of the Board of James Sprunt Community College, the official bylaws and policies of the Board of James
Sprunt Community College shall prevail.

The administration is receptive to and encourages suggestions for the improvement of this HANDBOOK; suggestions should be

submitted in writing to the Director of Human Resources & Campus Safety. In the belief that a well-informed faculty and staff is

essential to the success of JamesSprunt Community College, this HANDBOOK is revised, when necessary, and such revisions are

presented to each faculty and staff member as early as possible. It is approved by the Board of Trustees at a regular meeting and

becomes official and remains in force until additional revisions are necessary and approved by the Board. No publication can cover

every aspect of the Collegeds operation, but an attempt has been mac

Each employee should become familiar with the HANDBOOK aswell as the CATALOG and the STUDENT HANDBOOK in order to
contribute to the continued success of the College. This publication will be updated annually. This handbook is also available on the
JSCC website under "Human Resources" and the network.

James Sprunt Community College Employee Handbdok 2 dzNJ . NA R3S {2 { dzOOS.:

2



T - -~ o
ol — O —
" 2 . T ——
e - ~w -y
-
" - - - | —
- < e i -
- . " —
- = -

11 bEfad i

MESSAGE FROM THE PRESIDENT

Welcome to James Sprunt Community College!

As you begin work at James Sprunt Community College (JSCC), you are joining a remarkable community.
JSCC is founded upon the principle of the pursuit of excellence. Working together, students, staff and
faculty make possible the firglass education of aualented students. You can take justifiable pride in

the role you will play as part of the team that sustai#SCC's diverse and challenging endeavors.

As you settle into your new responsibilities, | encourage you to explore the many programs and
activities available to you as a JSCC employee. The information in this handbook will guide you through
this process, as will your supervisor and younaokers.

We are pleased that you have decided to join us. | hope you enjoy your relationship with Sgpnues
Community College!

Sincerely,

Rr. Lawrence Lo Eouae

Dr. Lawrence L. Rouse
President
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MESSAGE FROM THE DIRECTOR OF HUMAN RESOURCES &
CAMPUS SAFETY

If you are a new employee:

Welcome to James Sprunt Community College (JSCC)!

The JSCC family would like to extend a personal welcome to you as an employee of James Sprunt Community
College. JSCC is an exciting and dynamic organization. Our primary mission is simple: we are dedicated to providing
the highest quality education to meet the needs of our students, area employers, and the community at large. We feel
that JSCC plays a vital role in offering a variety of educational programs while addressing the training and
educational needs required for a highly skilled workforce.

Your employment with JSCC is valued. We want you to take advantage of all of the opportunities provided by the

Coll ege. The staff of the Office of Human Resources is avail
policies and procedures. We are also available to visit with you to provide information, materials and resources. We

want to help make your career at the College successful.

We hope you will enjoy your career at JSCC. We are happy that you have chosen to participate in this adventure with
us. We look forward to your personal investment in our students and in our community.

If you are a current employee:

The information included in this handbook should be a quick reference and reminder about information and
procedures you already have known.

In either case, since this Employee Handbook is the an updated revision, we hope each employee will read it

carefully and note any questions or suggestions for change or improvement. This JISCC Employee Handbook is

designed to provide employees with comprehensive information aboutJSCC6s pol i ci es, procedures an
easy to read format. We encourage you to use it as a reference manual to provide the answers to your questions.

Our intent in selecting and compiling the information for inclusion in the Handbook was to have a relatively brief and
Auser friendlyo book that would answer the most commonly ask
done that.

As with any printed manual, there may be changes made to this Handbook. Any substantive changes in any policy,
regulation or procedure during the year will be advised to all employees, updated in the Handbook, and posted on
the JSCC website. Recommended additions, deletions or changes may be submitted to the Office of Human
Resources that would make the Handbook more useful to you. Thank you!

Kristy D. Brinson

Director of Human Resources & Campus Safety
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ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HAIDBOOK

The Employee Handbook contains important information about James Sprunt Community, @olebenderstand that |

should consult the Human Resources Department regarding any questions not answered in the handbook. | have entered
into my employment relationship with James Sprunt Community College voluntarily, and understand that there is no
specified length of employment. Accordingly, either the Company or | can terminate the relationship at will, at any time,
with or without cause, and with or without advance notice.

| understand and agree that no person other than the President may ertereimiployment agreement for any specified
period of time, or make any agreement <cont r-atwiypolicp James S

Since the information, policies, and benefits described herein are subject to changenag argctknowledge that

revisions to the handbook may occur, except-atwid. Al ames Spru
such changes will generally be communicated through official notices, and | understand that revised information may
supersede, modify, or eliminate existing policies. Only the President of James Sprunt Community College has the ability

to adopt any revisions to the policies in this handbook.

Furthermore, | understand that this handbook is neither a contract of employnariegallybinding agreement. | have

had an opportunity to read the handbook, and | understand that | may ask my supervisor or any employee of the Human
Resources Department any questions | might have concerning the handbook. | accept the termaadiidb&.H also
understand that it is my responsibility to comply with the policies contained in this handbook, and any revisions made to
it. | further agree that if | remain with James Sprunt Community College following any modifications to the hahdbook,
thereby accept and agree to such changes.

I have received a copy of James Sprunt Community Coll egebo
date listed below. | understand that | am expected to read the entire handbook. Additianihlygh the two copies of

this Acknowledgment of Receipt, retain one copy for myself, and return one copy to the Human Resources Department on

the date specified. | understand that this form will be retained in my personnel file.

Signature of Employee Date

Employee's NamePrinted

James Sprunt Community College Date
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Mission Statement and Goals for James Sprunt Community College

James Sprunt is a comprehensive, open -door, community -centered college that
responds to the needs and growth of Duplin County and surrounding areas by enabling

a diverse population of individuals to attain their personal, academic and career goals;
through collaborating with public school s, senior colleges, and other community
colleges to provide secondary and post -secondary educational opportunities; through
partnering with area businesses and industries in meeting their training and retraining
needs; by enhancing the educational, economi c, and cultural development of the
service area; and by improving the quality of life in the community.

JSCC Board Approved, January 15, 2008

James Sprunt Community College Goals

1. To develop through educational training or retraining programs, adults competent in

the knowledge and skills necessary to prepare them as an informed, productive, and

qualified work force. To educate individuals desiring to continue the ir education at other
institutions of higher education and to promote cooperative relationships with these

institutions to ensure a smooth transfer process.

2. To increase the competence level of adults who possess less than a high school

education or who  are otherwise undereducated or underskilled. To increase among pre -
college youth the opportunities for and eventual participation in post -secondary
education through articulation and other cooperative efforts with the public schools.

3. To enhance the qual ity of community life by sponsoring or co -sponsoring a variety of
educational and cultural community services courses and activities. To serve as a
catalyst to Duplin Countyds progress in business de\

leadership development tra  ining, county -wide and regional strategic planning efforts
and other collaborative efforts. To accomplish the college's educational and community
development mission through effective planning and management processes.

4. To provide educational support ser vices which enable students to enroll in
appropriate programs, continue to make progress, and meet their educational goals.

(V)]
(et
N
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5. To provide a beneficial, safe and healthful learning environment; and to plan for,

acquire and maintain modern and accessible facilities, equipment and technology. To

ensure high quality in all programs and services by attracting, retaining and supporti ng
a well -qualified and diverse faculty and staff through competitive salaries and

appropriate personnel and staff development services.

6. To enhance student academic achievement and retention by improving the first year
experience.

JSCC Board Approved, January 15, 2008

Accreditation

James Sprunt Community College is accredited by the Commission on Colleges of the
Southern Association of Colleges and Schools to award associate degrees, diplomas,
and certificates. Contact the Commission on Colleges at 1866 Southern Lane, Decatur,
Georgia 30033 -4097 or call 404 -679 -4500 for questions about the accreditation of
James Sprunt Community College.

JSCC also is accredited by th e N.C. State Board of Community Colleges, the

Commission on Accreditation of Allied Health Education Programs, N.C. Department of
Justice Criminal Justice Standards Division, American Health Information Management
Association, and the N.C. State Board of N ursing. JSCC also is approved by the Division
of Vocational Rehabilitation, the National Accrediting Agency for Clinical Laboratory

Sciences and the State Board of Cosmetic Art Examiners.

The Community College System

Prior to 1963, state  -supported industrial education in North Carolina was administered

through the public school system with boards of education having local policy

responsibility. In 1963, the Community College System was established by the North

Carolina Legislature. This was the beginning of a completely new educational era in

North Carolina. Provision for the establishment, organization, and administration of a

system of educational institutions throughout the state is spelled out in Chapter 115 -D
of th e General Statutes of North Carolina.

Mission Statement for the North Carolina Community College System

The mission of the North Carolina Community College System is to open the door to
opportunity for individu  als seeking to improve their lives and well being by providing:

e education, training and retraining for the workforce, including basic skills and

literacy education, occupational and pre -baccalaureate programs;
e support for economic development through ser vices to business and industry;
and

e services to communities and individuals, which improve the quality of life.

Adopted by the State Board of Community Colleges, 10/93. Revised 3/10/94, 4/15/94.
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James Sprunt Community College operates under policies a s prescribed by the state of
North Carolina, the State Board of Community Colleges, the NC Community College
System, and the local Board of Trustees.

Non_-Discrimination Policy

James Sprunt Community College , its faculty and staff, and the Board of Trustees are
committed to equality of educational opportunity. The College does not discriminate
against applicants, students, or employees. Moreover, the College is committed to
cultural diversity and actively see ks larger numbers of minorities within the College
community. This policy applies to both students and employees at all levels of the
College's operations.

The Director of Human Resources & Campus Safety and Vice President of Student
Services serve as the  Title IX Coordinators. If an employee or applicant feels that
he/she has been discriminated against or denied service on the basis of race, color,
national origin, age, sex, or handicap, he/she should report such to the Director of
Human Resources & Campu s Safety. If a student or prospective student feels that
he/she has been discriminated against or denied service on the basis of race, color,
national origin, age, sex, or handicap, he/she should report such to the Vice President
of Student Services. They  will review appeal procedures with the aggrieved person.

Diversity Statement

James Sprunt Community College represents rich diversity among its faculty, staff, and
students. The College and the Board of Trustees promote and support a student body,

faculty, staff, and an administration that is multicultural and diverse. To meet thes e
goals, the College supports policies, curricula and co -curricular activities that encourage
understanding, respect, and appreciation of all the various groups who are members of

our community.

7
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James Spru___nt Community College Histor

James Sprunt Community College is a comprehensive community college that offers
education and training services through numerous TECHNICAL/VOCATIONAL

CURRICULA in such broad areas as health care, business, engineering technologies,
computer sciences, archi  tecture/construction/interior design, law enforcement and
numerous other fields; COLLEGE TRANSFER/UNIVERSITY PARALLEL studies in the
freshman and sophomore years of baccalaureate programs; and a host of CONTINUING
EDUCATION programs that can be broadly clu stered into such categories as Basic Skills
(including Adult High School and GED, among other programs), Occupational Extension
(custom -designed training related directly to the in -service training needs of various
professions), and Community Services/Self -Supporting classes that may include a wide
range of vocational interests.

The core of the Col | eglaséworkioicesdsvelapment. XSCGrusond ofl
fifty - eight institutions comprising the North Carolina Community College System. The

North C arolina Community College System and its constituent institutions operate in
accordance with legislation enacted by the North Carolina General Assembly and as
contained in Chapter 115D of the North Carolina General Statutes. Governance of

James Sprunt  Comm unity College is further defined by policies, rules, and procedures

as promulgated in accord with state and federal laws by the North Carolina State Board

of Community Colleges, the James Sprunt Community College Board of Trustees, and
College officials.

(V)]
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Mid

1800's

1897

1960

1963

1964

1967

1969

1971

1976

1985

1986

JSCC Historical  H ighlights

Dr. James Menzies Sprunt was President of Grove Academy and then of
Kenansville Seminary in Kenansville, N.C.

Kenansville Seminary property was purchased and deeded to Wilmington
Presbytery. On the property, James Sprunt Institute was opened as "...a
school of collegiate grade for the promotion of Christian education” for girls.
This college operated until the mid-1920s.

The "new" James Sprunt Institute was begun as the Duplin County unit of the
Goldsboro Industrial Education Center.

The school's first graduating class in Practical Nurse Education distinguished
itself by earning the highest class AND individual scores in the state on the NC
Licensed Practical Nursing Exam.

The County Commissioners appropriated funds to purchase the current site of
the main campus and the Board of Education officially re-named the school the
James Sprunt Institute.

James Sprunt Institute became an independent institution under the authority of
the Duplin County Board of Education, and Dixon S. Hall was named as its first
President.

The College initiated a general education program with a college transfer option
under an agreement with the University of North Carolina at Wilmington.

James Sprunt Institute was chartered as a technical institute within the N.C.
Community College System and independent of the Duplin County Board of
Education.

Dr. Carl Price became the second President of James Sprunt.
James Sprunt opened an extension center in Wallace, N.C.

James Sprunt Technical College became James Sprunt Community College.
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