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INTRODUCTION TO THE EMPLOYEE HANDBOOK 

 

 This handbook is designed to acquaint all non-faculty employees of Lynchburg College with its history, 

policies, procedures, and employee benefits.  The basic purpose of this handbook is to inform employees about their 

responsibilities to the College as well as to inform them about the College’s responsibilities to employees.  It is 

specifically designed for the following employment groups:  administrative, clerical, technical, physical plant, 

auxiliary services and safety and security. 

 

 This handbook contains general statements of policy which the College fully expects to follow.  The 

handbook provisions are subject to change from time to time, however, and do not create any right of employment or 

of continuing employment at the College.  While the College does not intend to be arbitrary or capricious in taking 

personnel actions, it should be understood that employment at the College is terminable at the will of either the 

employee or the College, at any time and for any reason, with or without cause. 

 

 This handbook describes the current policies, procedures, and services available at Lynchburg College.  

This handbook is reviewed and revised when necessary to respond to changing needs and circumstances. This 

handbook supersedes any prior Lynchburg College Staff Handbook of Personnel Policies and Procedures. 

 

 It is suggested that employees become familiar with the information in this handbook.  There are some 

policies and procedures too lengthy to describe in this handbook; more complete information can be obtained in the 

Human Resources Office.  Exceptions to these policies may be made in individual cases where a strict adherence 

may create hardship. 

 

 While the administration of the College and the Board of Trustees have the authority to create and change 

policy, the College actively seeks and welcomes feedback and suggestions from employees.  The President, Vice-

Presidents, Deans, and Directors, as well as the Human Resources Office, keep open doors for all members of the 

College community. 
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MISSION 

 

 Lynchburg College, a private coeducational institution founded in 1903 in covenant with the Christian 

Church (Disciples of Christ), offers distinctive undergraduate and graduate programs that reflect its commitment to 

teaching, scholarship, and service to the greater community.  The mission of Lynchburg College is to develop 

students with strong character and balanced perspectives, to prepare them for intelligent and wholehearted 

participation in a global society and for effective leadership in the civic, professional, spiritual, and social 

dimensions of life.  Lynchburg College provides students with a wide range of rigorous educational experiences that 

are grounded in the liberal arts and sciences, enhanced by professional studies, and nurtured by a residential 

community.  The College serves the region through its outreach programs, cultural opportunities, resources, services, 

and the expertise of faculty, staff, and students.  

In support of its mission, Lynchburg College endeavors to create a learning environment that: 

 develops the breadth of knowledge and other characteristics traditionally associated with liberal education; 

 develops depth of knowledge within chosen fields of study; 

 respects and supports broad diversity and global understanding; 

 values and celebrates all faith traditions; 

 fosters a student-centered environment; and 

 sustains close working relationships among faculty, staff, and students. 

 

(Approved Board of Trustees, Spring 2002) 

  

ADMINISTRATIVE OFFICERS 

 

1.2.1  President of the College   The President of the College is elected by the Board of Trustees and is ―the 

administrative head of all educational and business affairs of the College.  He/she shall be responsible for the proper 

running of the affairs of the College, except where special duties have been delegated by the Board to agents or 

committees, all of which, however, shall be under his/her supervision.." (Art X, Sec 1). He or she has the authority, 

with the approval of the Board of Trustees or its Executive Committee, ―to employ and discharge all educational and 

administrative personnel and agents and shall sign all contracts of employment on behalf of the College with regard 

to such employees or agents." (Art X, Sec 2). He or she "...shall prepare and submit such reports as the Board or its 

Executive Committee may from time to time direct, or as he/she may deem best for the interests of the College..." 

(Art X, Sec 3).  The President shall "... prepare, or cause to be prepared, and present to the Budget and Finance 

Committee prior to March 1 each year, a complete and detailed budget proposal outlining the College’s operation for 

the next fiscal year" (Art X, Sec 6). ―The President shall be a member of, and presiding officer of, the faculty.  

Subject to the approval of the Executive Committee and within the limits of the budget, he/she shall appoint such 

faculty and administrative personnel as are required for the maintenance of the policies of the Board.  Subordinate 

administrative personnel may be employed, or discharged, at the discretion of the President.  The President is 

responsible for the evaluation of all College officers that report directly to him/her. " (Art X, Sec 7). 

 

1.2.2 Vice President and Dean for Academic Affairs  The Vice President and Dean for Academic Affairs shall be 

responsible for leadership and administration of the College’s academic programs.  He/she shall also provide 

leadership to the academic support programs of the College, serve as a member of the College Cabinet, and serve as 

committee liaison as appropriate. The VP/Dean shall report to the President of the College (Art XIII Sec 4).  

1.2.3 Vice President for Business and Finance and Treasurer   On recommendation of the President, the Board 

shall elect a Treasurer.  He/she shall be the College’s Chief Financial Officer (Vice President for Business and 

Finance), covered by the College’s ―employee dishonesty‖ insurance policy with a limit of no less than $200,000, 

and be a bonded College official; the expense of such bond shall be paid from the General fund. He/she shall be 

responsible for keeping proper books, records and accounts of all funds and contracts relative to the College’s 

operations, as well as preparing all financial, business, and state and federal regulatory reports required by the Board, 

its Executive Committee, and/or the President (Art X1 Sec 2).  He/she shall be responsible for all College 

disbursements and fund and securities accruals.  He/she shall attest to and countersign all bonds, notes or other 

evidences of indebtedness of the Corporation.‖ (Art XI Sec 3). The Vice President for Business and Finance and 

Treasurer reports to the President of the College. He/she supervises a number of support offices. 
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1.2.4  Vice President and Dean for Student Development   The Vice President and Dean for Student Development 

is responsible for oversight of staff and programs for student development. He/she collaborates with students, 

faculty, and staff to design and implement programs that support the educational mission of the College, that will 

enhance student leadership and responsibility, and that enhance the quality of campus life. The Dean shall report to 

the President (Art XIII Sect 5). He/she supervises offices relating to student life, including Residence Life, Associate 

Dean of Students, multicultural programs, prevention programs, SERVE student activities, the Chaplain’s Office and 

the Student Activities Office.  He/she reports directly to the President of the College. 

 

1.2.5  Vice President for Development and External Affairs   The Vice President for Development and External 

Affairs leads and supervises a comprehensive development program which seeks to involve alumni and friends in 

advancing and supporting the fundraising priorities of the College. He/she supervises and coordinates all phases of 

the College's fund-raising and public relations programs. This includes alumni relations, parents programs, special 

events, and external affairs generally.  He/she reports directly to the President of the College. 

  

1.2.6  Vice President for Enrollment Management   The Vice President for Enrollment Management is responsible 

for the various functions and activities that comprise Enrollment Services, including supervising and leading the 

enrollment management team to accomplish goals related to undergraduate recruitment and admissions, planning and 

implementing a comprehensive marketing plan, and planning, managing and implementing a financial aid enrollment 

model. He/she reports directly to the President of the College.  

1.2.7  Dean of Graduate Studies and Vice President of Community Advancement  The Dean of Graduate Studies 

and Vice President for Community Advancement coordinates and supports funding acquisition for the College’s 

graduate programs and continuing education initiatives, supervises the Centers of Distinction, supports various 

College outreach activities, and assists the work of Vice President for Development and External Affairs. He/she 

reports to the President of the College. 

1.2.8 Associate Vice President for Institutional Effectiveness, Planning, and Assessment   The Associate Vice 

President for Institutional Effectiveness, Planning, and Assessment directs the office of Institutional Effectiveness 

and serves as a member of the College's institutional effectiveness, planning and budgeting, and program review 

committees; provides consulting to all assessment efforts, and works to ensure that the Institutional Effectiveness 

plans are in compliance with SACS accreditation requirements. He/she reports to the President of the College. 

 

1.2.9  Associate Vice President for College Relations  The Associate Vice President for College Relations serves 

as assistant to the president and liaison to the Board of Trustees as appropriate, and is the lead marketer of the 

College to its many diverse constituencies.  The Associate Vice President works with the Assistant Vice President of 

Public Relations, and has oversight responsibilities of the Public Relations office in carrying out the marketing 

mandate.  Essential duties include coordination of College's internal and external marketing efforts, including 

research, promotion, and media to enhance LC visibility and maximize consistent communication.  The Associate 

Vice President serves as chair of the campus marketing committee, administers the College marketing budget, works 

to enhance the College's web presence, and produces video projects as requested.  He/she reports to the President of 

the College. 

 

1.2.10 Dean of Religious Life & Chaplain of the College  The Dean of Religious Life & Chaplain of the College is 

responsible for the Spiritual Life & Chaplain’s Office.  He/she serves as the Chaplain of the College and chief officer 

for church relations.  He/she oversees volunteer and employee staffs that serve as part of the Cooperative Campus 

Ministry group.  He/she is also responsible for pastoral, counseling and advising activities on campus.  He/she serves 

across the institution in a variety of roles and relates most closely to Enrollment, Development and Student 

Development.  He/she serves under the direct supervision of the President of the College. 

 

1.2.11    Cabinet  The officers listed above meet regularly with the President and with selected other individuals to 

comprise a College Cabinet to facilitate the College's administration. The Cabinet advises the President and provides 

data to be used as appropriate for the trustees' meetings.  The members of Cabinet are appointed to that body and 

serve at the pleasure of the President.  Also included as members of Cabinet are the Chair of the College Planning 

and Resources Committee (at meetings involving budget, planning, and related matters) and the Chair of the Faculty. 
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ADMINISTRATIVE ORGANIZATION CHARTS 

 

ADMINISTRATIVE ORGANIZATION CHARTS – These are found on the college web; printed copies are housed 

in the Human Resources Office. 

 

 

THE HUMAN RESOURCES OFFICE 

  

 The Human Resources Office at Lynchburg College serves the interests of both the employees and the 

College.  

  

 Responsibilities of the office include employee recruitment, orientation, salary and benefits administration, 

employee record keeping, employment counseling and student employment.  The College is committed to the full 

development of each person's skills and resources, including faculty and staff as well as students.  The Human 

Resources Office, therefore, takes a leadership position in identifying and organizing staff development 

opportunities.  

  

 Any employee wishing counseling or information should contact the Human Resources Office located on 

4th Floor of Hall Campus Center, Extension 8215.  

  

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

 It is the policy of Lynchburg College to comply with all applicable laws providing equal employment 

opportunity in recruitment, initial employment, transfers, promotions, compensation, benefits, training, layoff and 

recall practices.  These policies will be administered without regard to race, religion, national origin, citizenship 

status, age, disability, or sex. In accordance with the Immigration Reform and Control Act of 1986, it is the policy of 

the College to hire only United States citizens and those aliens lawfully authorized to work in the United States.  

Lynchburg College will give full consideration to the employment of disabled or handicapped persons for work they 

are qualified and safely able to do.  

  

 It is the responsibility of each member of the administration of the College, from the President to a first line 

supervisor, to give this nondiscrimination policy full support through leadership and personal example.  In addition, 

it is the duty of every employee of the College to create a job environment that is conducive to our nondiscrimination 

policies.  

  

 Responsibility for the implementation of the Equal Opportunity policy, programs and practices, is assigned 

to the Director of Human Resources, who reports to the Vice President for Business and Finance.  
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EMPLOYMENT CLASSIFICATIONS 

  

 Employment positions at Lynchburg College are categorized according to the following standard 

classifications:  

  

1.   Full-Time  

 

 Employed on a regular basis for at least 1950 hours per year.  The following employment groups are 

considered full-time by being scheduled to work 37 1/2 hours per week, or 1950 hours per year: 

administrative, clerical, and technical staff.  The following employment groups are considered full-time by 

being scheduled to work 40 hours per week, or 2080 hours per year:  physical plant, auxiliary services and 

safety & security.  Further details may be found under "Working Hours."  

 

2. Regular Part-Time  

 

 Employed on a regular basis, less than full-time personnel but at least 1,000 hours per year.  

 

3. Part-Time  

 

 Employed less than 1,000 hours per year.  

 

4. Temporary  

 

 Employed in a job established for a specific period of time or for the duration of an assignment, usually of 

short duration.  

  

 

EMPLOYMENT CATEGORIES 

 

 Positions are divided into two general categories, exempt and non-exempt, as required by the Fair Labor 

Standards Act.  (Further information can be found in "Overtime.")  

 

 

JOB DESCRIPTIONS 

 

 Job descriptions are written for each established staff position and are reviewed annually by the supervisor 

and employee during the annual performance review.  Supervisors, in conjunction with the Human Resources Office, 

are responsible for writing all job descriptions within their department and supplying the Human Resources Office 

with current job descriptions.  

 

 

HIRING AND SALARY NOTIFICATION LETTERS 

  

 All hiring is done and salary adjustments are made in letters to staff from the President of the College.   

  

 Each year after hiring, each employee receives a salary notification letter in the spring setting out the 

employee's salary rate to go into effect July 1.  These annual letters from the President's office are not contracts of 

employment, and do not guarantee an employee continued employment with the College.  

  

 

IMMIGRATION REFORM AND CONTROL ACT 

 

 Employment eligibility for all new employees must be verified within three days of the start of employment.  

For persons employed for less than three days, the verification must occur within one day.  If an individual has lost 

the appropriate document to show work eligibility or citizenship, that person may have an additional 21 days to 
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complete the Employment Eligibility Verification form; but within three days a receipt must be shown to the Human 

Resources Office for the application made to obtain replacement birth certificate, social security card, etc. 

 

 The ―start of employment‖ will be defined as the date an individual first delivers a service. 

 

 

POSITION VACANCIES 

 

 As positions become available, staff openings are posted internally and advertised locally and regionally or 

nationally, as appropriate.  The Human Resources Office helps coordinate or arrange the search, evaluation, and 

appointment process. 

 

 

EMPLOYMENT OF RELATIVES 

 

 Lynchburg College permits the employment of relatives within the same department, provided that no 

supervisory relationship exists between relatives involving decisions affecting appointment, work assignments, 

promotion, salary, or evaluation and provided that the positions allow no potential for collusion as to the misuse, 

abuse, or theft of College resources.  Placements normally would not be made where the handling of confidential 

information could create awkward work situations.  

  

  Students at Lynchburg College who are dependents of faculty or staff members of Lynchburg College are 

eligible to be considered for employment in the student work programs.  Assignment to jobs will be determined on 

the same basis as that for other students.  Faculty/staff dependents, however, will not be assigned to departments or 

administrative divisions in which their parent(s) are employed. 

 

    

PERFORMANCE EVALUATION 

 

 Employee job performance is formally evaluated after the first 90 days, but no later than 180 days, of 

employment, and at least once each year thereafter in a formal session involving the employee and the supervisor.  

Annual performance evaluations will be scheduled during the months of November and December.  Employee job 

performance is also evaluated by the current supervisor in a closeout performance evaluation upon separation from 

the department or from the College, if a performance evaluation has not been conducted within the last 3 months. 

  

 The performance appraisals are conducted using an Employee Performance Evaluation Review Form, with 

both the employee and the supervisor signing the completed form.  The annual performance appraisals are kept in the 

employee's personnel file, along with a copy of the current position description, for three years.  

  

     Performance evaluations are undertaken with the following objectives:  

  

 1.  To provide an opportunity for staff members and their supervisors to discuss achievements, 

improvements, problems, objectives, and individual goals, as well as college goals, in a face-to-

face session.  

  

 2. To identify development needs of staff members.  

  

 3.    To identify individuals who are qualified to assume additional responsibilities.  

  

              4.    To provide a consistent and equitable framework for determining merit-based salary adjustments.  

  5. To enhance the working relationship between the supervisor and the staff member. 

  

6.        To review the current Position Description and to update any job duties that have received   

  approval.  
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POSITION TRANSFERS 

  

 Internal posting of staff openings offers employees the opportunity for development and career 

advancement through transfer/promotion from within. 

 

 Staff employees who are interested in being considered and meet minimum qualifications for a posted 

position are encouraged to contact Human Resources and complete an employment application.  Applicants must 

meet the experience and educational requirements as outlined in the job posting announcement.  Meeting mimimum 

requirements does not necessarily guarantee an interview. 

 

 Employees are not required to notify their current supervisor of interest in another campus position.  

However, if selected for an interview, the employee is expected to notify his/her current supervisor.  This will allow 

the current supervisor to discuss and resolve any issues or concerns with the present position.  While supervisors are 

understandably reluctant to lose good employees to another department, it should be recognized that one of the key 

goals of good supervision is to aid in the professional growth of employees by helping prepare them to assume new 

and more complex responsibilities.  Any time away from your job due to the submitting of an application or to the 

interview process will be recorded as hours worked. 

 

 The prospective supervisor is advised to contact the current supervisor prior to a job offer.  The prospective 

supervisor and current supervisor will negotiate a transfer date, insuring a minimal negative impact on College 

operations.  A reasonable period of time is typically two weeks for non-exempt and four weeks for exempt 

employees. 

 

 Staff employees transferring from one department to another are expected to attend an Exit Interview 

Meeting with Human Resources for finalizing transfer procedures.  The current supervisor is expected to complete a 

close out performance evaluation at the time of transfer if a performance evaluation has not been conducted within 

the last 3 months. 

 

 

REDUCTION IN FORCE 

 

 If permanent reductions in force should become necessary at the College, the criteria that will be used in 

selecting non-academic employees for permanent lay-off will be based on the College’s assessment of the following 

factors: the criticality of the employee’s knowledge, skills and job function to fulfilling the needs and accomplishing 

the ongoing mission of the College; the employee’s past job performance; and the length of the employee’s service at 

the College. 

 

 Temporary non-academic employees may be permanently laid off at any time without following the 

reduction in force criteria. 

 

 Efforts will be made to provide at least 30 calendar day’s notice to any non-academic employee who will be 

permanently laid off. 

 

 

RESIGNATIONS 

 

 Staff personnel are expected to give at least two weeks advance written notice in order to resign their 

position in good standing. 

 

 Persons who were issued uniforms, keys, etc., must return these articles to their supervisor on or before their 

last day of employment before the final paycheck is issued. 
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EXIT INTERVIEW 

 

 All terminating employees must have a scheduled exit interview with the Human Resources Office for 

finalizing separation and benefits procedures.  One of the purposes of this interview is to be certain that the 

termination is not founded on a misunderstanding which might be corrected by the College or the employee.  

Information provided on the Exit Interview Questionnaire will assist in analyzing employee retention and turnover.  

Also at this time, the employee should turn in all College-issued property such as keys, uniforms, identification card, 

staff handbook, etc.  

 

 

SMOKING POLICY 

 

 Lynchburg College complies with the City of Lynchburg Smoking Ordinance.  All buildings are considered 

non-smoking. 

 

 

DRESS AND CONDUCT 

 

 The conduct and dress of each employee of Lynchburg College influences the public opinion of the 

College.  Each employee will be expected to conduct himself or herself in a responsible manner.  

  

 Although no formal dress code exists, it is each employee's responsibility to dress neatly in clothing suitable 

for the type of work involved and which does not constitute a safety hazard.  Interpretation of this policy is the 

responsibility of the department supervisor.  

  

―Casual Fridays ‖ are designated during the summer months, defined as each Friday starting after 

Commencement until August 15.   Appropriate casual dress is attire that is suitable to conduct College business and 

to interact with the public as an employee representing the College.  ―Casual Fridays‖ applies to all employees, 

except those who are required to wear uniforms in the performance of their jobs.  Persons who have commitments in 

which a more formal presentation is appropriate are expected to dress accordingly.  

  

  

PERSONAL CONDUCT 

  

 In order to maintain and operate the College in the best interest of all concerned, it is necessary that all 

employees adhere to certain standards of conduct.   

  

 Most employees will never be subject to disciplinary action or discharge.  The implementation of rules of 

conduct is not meant to restrict the rights of anyone, but rather to protect the rights of each employee and to ensure 

comparability of treatment.  

  

 Employees who violate the rules and regulations set forth below will be subject to disciplinary action that 

includes (but is not limited to) the following:   

 

 1  Verbal Warning          3  Three-Day Suspension  

 2  Written Warning         4  Discharge  

   

 Any action deemed by management to be contrary to the College's best interest, but not included in the list 

below, will be cause for disciplinary action against the employee.    

 

 Examples of violations and the probable penalties for such violations are set forth below.  Notwithstanding 

this list, as is stated in the introduction to this Handbook, employment is terminable at the will of either the employee 

or the College, at any time and for any reason, with or without cause. 
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Examples of Violations                            Occurrences                       

 

         Offense     First       Second Third   Fourth  

 

1. Failing to wear uniforms, if 1 2 3  4  

        issued.  

  

2. Engaging in horseplay or scuffling. 1 2 3  4  

  

3. Creating or contributing to  1 2 3  4  

 unsanitary conditions.  

  

4. Idling, loafing, inattention, or 1 2 3  4  

 conducting personal activities 

 during working hours.  

 

5. Posting, defacing, or removing  1 2 3  4  

 notices from campus bulletin boards.  

 

6. Carelessness or substandard  1 2 3  4  

 workmanship resulting in waste,  

 spoilage, or delay.  

           

7. Failing to report for accepted 1 2 3  4  

 overtime work without a justifiable  

 reason, or failing to promptly  

 notify the College of such absence.  

  

8. Unauthorized soliciting and/or 1 2 3  4  

 distributing of literature on  

 College premises.  

 

9 Stopping or making preparations 1 2 3  4  

 to leave work, such as changing  

 clothes, before the end of the shift. 

  

10. Patterns of excessive absenteeism 1 2 3  4  

 or abuse of the sick leave policy.  

  

11. Disregarding safety rules or   1 2 3  4  

 common safety practices.  

  

12. Failing to properly record time  1 2 3  4  

 or punch time clock. 

  

13. Making false or malicious state- 1 2 3  4  

 ments concerning students or  

 employees of the College.  
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 Offense                                                             First              Second      Third               Fourth 

 

 14. Using  abusive language or 1 2 3  4  

 treating anyone inconsiderately  

 while on College property.  

  

 

15. Leaving the campus during working 1 2 3  4  

 hours without authorization.  

  

16. Taking or having unexcused  2 3 4  

 absence. 

  

17. Violating policies on human 2 3 4  

 rights. 

 

18. Acting improperly or indecently 2 3 4  

 on College premises.  

   

19. Punching the time card for another 3 4  

 employee or having someone else  

 punch your time card.  

  

20. Reporting to work while under the 3 4  

 apparent influence of alcohol or  

 drugs.  

  

21. Promoting or participating in 3 4  

 illegal gambling, lottery or games  

 of chance on College premises.  

  

22. Unauthorized use, misuse, or 3 4  

 destruction of property or  

 unauthorized operation of machines,  

 tools, or equipment.  

  

23. Insubordination - failing to carry 3 4  

 out instructions of supervisor.  

  

24. Three incidents of 

 unexcused tardiness. 3 4  

  

25. Sleeping or giving the impression 4  

 of sleeping during working hours.  

  

26. Fighting on College property. 4  

  

27. Possessing weapons or explosives 4  

 on College property at any time    

 unless authorized.  

 

28. Stealing employee, student or 4  

 College property.  
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 Offense                                                             First              Second        Third             Fourth  

 

29. Unauthorized possession of or  4  

 selling illegal drugs, liquor or  

            any alcoholic beverage on College  

 premises at any time.  

  

30. Intentionally falsifying 4  

 employment application.  

  

31. Conviction of a felony. 4  

  

32. Absence of three consecutive 4  

 working days without properly  

 notifying College.  

 

 This listing is not all-inclusive and policies may be subject to change.  

 

 Automatic discharge results if an individual incurs more than two suspensions, for whatever cause, during a 

one-year period.  

  

 Supervisors and Directors have the responsibility to counsel employees about unsatisfactory work 

performance or infractions of college rules.  Each supervisor has the right to:  

  

 a.  Issue a written reprimand after a verbal reprimand, or  

  

 b.  Suspend an employee, with proper disciplinary procedure and documentation being followed, 

or  

  

 c.  Discharge an employee with proper disciplinary procedure and documentation being followed. 

      Before a final decision is made to discharge an employee, the Director and appropriate Dean or 

      Vice-President must give approval.  

  

 

SAFETY POLICY STATEMENT 

 

 The maintenance of a safe, healthful working and living environment is of the utmost importance for the 

successful growth and operation of our institution, Lynchburg College.  To this end, safety requirements must be 

considered fundamental to the design of processes and the construction of facilities.  We are committed to educating 

all constituents of the College, faculty, staff and students in safe and healthy practices and procedures.  In addition, 

as technological advances are made, we will continue to implement new safety and health practices. 

 

 Each employee has a responsibility not only for his/her own safety, but for co-workers or students as well.  

In the performance of daily routines, all employees are expected to follow all safety rules and practices.  All 

individuals living and working at Lynchburg College will be trained to follow procedures and practices consistent 

with applicable safety standards. 

 

 Since no set of rules and regulations could cover every situation, the staff is expected to be alert to hazards 

in the workplace and to use common sense in accident prevention.  Unsafe conditions should be reported 

immediately to the department supervisor for corrective action.  These conditions may also be reported to a member 

of the Safety Committee. 

 

 All employees are urged to make suggestions that will assist in insuring safe working conditions.  A 

continued cooperation of all faculty, staff, and students is essential to prevent accidents and to support and sustain an 

effective safety program. 
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 To achieve our objectives, it is essential that all individuals living and working at Lynchburg College be 

trained to follow procedures and practices consistent with applicable safety standards.  However, each faculty 

member, staff member and student must be constantly alert to his or her personal obligation to observe safe operating 

procedures and lifestyle practices. 

 

 The continued cooperation of all faculty members, staff members and students is required to support and 

sustain an effective safety program. 

 

 

SAFETY MEETINGS 

  

 An important part of the college safety program is the monthly Safety Committee Meeting.  

 

 The purpose of these meetings is to make safety recommendations, tour facilities and to discuss safety 

practices.  Permanent members of the Safety Committee are the Director of Campus Safety and Security, the 

Director of Physical Plant, the Director of Human Resources, Associate Vice President for Business and Finance, 

Director or Dining Services, a faculty representative, and several department representatives.  

  

 

HUMAN RIGHTS POLICY 

 

3.9.3.1 Overview. In order to maintain the integrity of the educational process and basic human dignity, Lynchburg 

College has established this human rights policy and procedures for dealing with complaints of human rights 

violations. This policy recognizes that our society's changing perspectives on what constitutes inappropriate 

interpersonal behavior require that we alter the way we interact with each other.  This policy provides this 

community with one means of confronting inappropriate or undesirable behavior.  The goal is to change 

inappropriate behavior and, except in those cases where the behavior cannot be tolerated, the intent is to educate and 

modify, rather than to punish. 

 The College maintains several human rights advisors trained to provide confidential aid to persons who 

believe that their human rights have been violated. Persons who believe that they have been so victimized are 

encouraged to seek the assistance of one of these advisors by contacting them directly. The advisor will listen, offer 

support as appropriate, clarify and explore the options of both informal and formal resolution procedures and, when 

requested, aid in resolving the conflict informally. The advisor can aid in filing a formal charge of human rights 

violations.  Reports made directly to supervisors will not be treated in the same confidential manner as those made to 

human rights advisors, since supervisors have an institutional responsibility to take action on all allegations of 

prohibited behavior. 

 The procedures that follow provide a means by which persons who believe that their human rights have 

been violated may initiate actions that will rectify the situation and permit these persons to confront the 

perpetrator(s) of the alleged violation. These procedures do not preclude supervisors from initiating personnel action 

where no formal complaint of human rights violations has been filed. In cases of alleged sexual harassment, the 

College in its discretion will initiate disciplinary proceedings against the alleged perpetrator where the allegations 

involve rape, or any sexual assault where physical force or intimidation is involved, where the perpetrator has 

allegedly engaged in multiple significant incidents of sexual harassment, or in any case where the alleged harassment 

is so severe, pervasive, and objectively offensive that it effectively deprives the victim(s) of access to the educational 

opportunities or benefits provided by the College.  The College in its discretion will initiate disciplinary action in 

cases involving other forms of harassment in circumstances similar in severity to those just described. The nature of 

the resolution process will depend upon whether the respondent is faculty, student or staff. This policy in no way 

interferes with an individual's right to resolve a conflict through other forms of legal action.  

 

3.9.3.2  Policy Statement and Definition of Human Rights 
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3.9.3.2.1 Statement Lynchburg College affirms its commitment to maintain for all employees and students an 

environment that is fair, humane, and respectful. Behavior that is contrary to such an environment will not be 

tolerated. This behavior includes harassment;, including sexual harassment, as well as discrimination based on race, 

religion, gender, disability, national origin, age, or sexual orientation. Some of these acts are prohibited by both 

Federal and State criminal and anti-discrimination laws, including Title IX of the Educational Amendments of 1972, 

Title VII of the Civil Rights Act of 1964 as amended, the Age Discrimination in Employment Act, the Americans 

with Disabilities Act and the Virginia Human Rights Act. Lynchburg College also prohibits and will not tolerate such 

behavior of any member of the community toward another member. Any person accepting admission to or 

employment at Lynchburg College agrees to abide by this policy. It is the responsibility of each member of the 

College community to conduct himself or herself in a way that maintains a working and educational environment 

which is free of such behavior. This responsibility in no way threatens the principles of academic freedom, which 

includes open intellectual discussion. Exploration of controversial ideas does not constitute a violation of this policy. 

 Making an accusation that someone has violated one's human rights is a serious allegation and should be 

made only after serious consideration. Such an allegation, if false or frivolous, may cause hurt or harm and is, in 

itself, a violation of another's human rights. It is a violation of this policy for any member of the College community 

to make an intentionally false, misleading, or malicious accusation of a human rights violation. Being formally 

accused of having violated the rights of another does not necessarily mean that the person so accused has in fact 

violated this policy.  

3.9.3.2.2. Definitions:  The person who has made an accusation of a human rights violation under this policy is 

referred to as the 'complainant'. The person who is the object of the accusation is referred to as the 'respondent'. 

 For the purposes of this policy, prohibited behaviors are defined below: 

 1. Harassment is conduct, verbal or physical, on or off campus, which a reasonable member of the College 

community would recognize as having the following intent and effect:  

  a. significantly and unreasonably interfering with an individual's or group's educational or work 

performance or; 

  b. which creates a significantly and unreasonably intimidating, hostile or offensive educational, 

work or living environment.  

 Harassment is understood in this context to involve behavior that goes beyond simple rudeness; behavior 

which has the intent of creating significant discomfort and which has the effect of interfering with another's 

ability to live or work productively. 

 2. Discrimination is behavior that subjects an individual or a group of individuals to harassment or other 

unfair treatment on the basis of race, religion, gender, disability, national origin, age, or sexual orientation. 

 3. Sexual harassment is behavior, on or off campus, which a reasonable member of a college community 

considers as unwelcome sexual advances, unwelcome requests for sexual favors, or other verbal or physical 

conduct of a sexual nature when: 

  a. an employee's or student's submission to such conduct is made explicitly or implicitly a term or 

condition of the employee's work performance or the student's academic performance; or 

  b. an employee's or student's submission to or rejection of such conduct is used as a basis for an 

employment decision concerning the employee or academic evaluation of the student; or 

  c. such conduct is known or should have been known by the respondent to unreasonably interfere 

with an employee's or student's work performance or to create an intimidating, hostile, or offensive 

working or learning environment. 
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Examples of Behavior That Constitutes a Violation of Human Rights: 

 Behavior that constitutes a violation of human rights includes assault and battery of any kind; overt threats, 

serious intimidation, or stalking behavior; obscene messages in public, on voice mail or computer; serious threats of 

reprisal and actual reprisal for refusing sexual overtures or for making a complaint of violation of human rights.  

Other examples of harassment are repeated and unwanted touching or kissing, and other unwanted sexual behaviors, 

especially after the behavior has been refused; taking advantage of someone who is intoxicated; sexual bribes and 

blackmail; locking up or restraining someone against their will; public berating of others; humiliation (or special 

treatment) based on sexual orientation, religion, nationality, age, disability, gender or race. Determination of whether 

particular behavior constitutes a violation of human rights will be based on the specific facts and circumstances of 

the case in question. 

3.9.3.2.3 Periodic Review. This policy will be reviewed periodically, by the Faculty Policy Committee and Staff 

Advisory Committee, to consider recommendations for changes and updates. The intervals between review periods 

shall not exceed three years. The Procedures are subject to continual review by the Human Rights Oversight 

Committee and may be modified by the Committee with the approval of the Faculty Policy and Staff Advisory 

Committees. 

 

Lynchburg College Human Rights Policy: Procedures 

 
Procedures for the Resolution of Human Rights Complaints 

3.9.3.3  Informal Procedures 

3.9.3.3.1 General.  Informal procedures exist for the resolution of claims of human rights violations, allowing 

behavior that offends another person to be corrected by dialogue and compromise. Informal procedures provide 

support for those who believe their rights have been violated, and attempt to seek a resolution of differences through 

discussion. Human Rights Advisors assist those who believe their rights have been violated by providing support for 

an informal course of action that will lead to a resolution of the situation. Human Rights Advisors are also available 

to assist those who may wish to seek a more formal resolution of their complaint. 

3.9.3.3.2 Human Rights Advisors. 

 1. At least six members of the College community shall be trained in human rights advising. There shall be 

at least one male and one female advisor from each of the following three groups - faculty, staff and 

students. The normal tenure for these positions should be at least three years for faculty and staff and two 

years for students. The Counseling Center has responsibility for training advisors. 

 2. The names and phone numbers of advisors will be publicized for the College community. These advisors 

may be contacted directly or through the College's Counseling Center or the Offices of the Dean, the 

President, Student Development, Residence Life, or the Human Resources Office. 

 3. Any member of the College community may choose to contact any of the advisors regardless of whether 

she or he may be a student, faculty or staff member. 

3.9.3.3.3 Informal Procedures. 

 1. The advisor will listen to the complainant and offer emotional support as needed. Advisors will ensure 

that all correspondence, notes and related materials are kept completely confidential. 

 2. The advisor and the complainant together will process the information available in order to determine if, 

in the opinion of either, a violation of the College's human rights policy has occurred. 

 3. The advisor will explain to the complainant the rights of both the complainant and the respondent and the 

procedures to deal with human rights violations. 
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 4. The advisor will aid the complainant in identifying which course of action the complainant desires to 

pursue. These may include one or more of the following:  

  a. No action at this time. 

 b. The complainant may discuss the matter directly with the respondent. 

  c. The complainant may request the advisor to schedule a meeting with the complainant, the 

respondent and the advisor to discuss the problem. 

  d. The complainant may request that the advisor deliver a written statement to the respondent and 

notify the respondent that the advisor has been contacted concerning a behavioral problem between 

the complainant and the respondent. 

  e. The involved parties may formulate and sign a written agreement. This agreement should 

normally include a description of the nature of the conflict and how the conflict was resolved as 

well as requirements for future behavior. Such a signed, written agreement is normally the 

preferred conclusion to informal proceedings. An incident resolved in this manner shall not result 

in a formal complaint unless the terms of the informal agreement are violated. Such agreements are 

confidential and are kept in the Counseling Center. Copies of the agreement will be given to the 

complainant and to the respondent. Access to these agreements is restricted to Counseling Center 

personnel. Relevant information from agreements may be provided to current advisors or to 

members of a formal hearing board as appropriate to deal with future active complaints, unless the 

use of the informal agreement is further restricted by the terms of this agreement. 

  f. The complainant may initiate formal proceedings. The advisor may assist the complainant in 

initiating formal proceedings if requested by the complainant. 

 5. Advisors may consult with one another regarding active or inactive cases, so long as the identities of any 

individuals involved are kept in confidence among them. 

 6. The complainant may terminate the relationship with the advisor, select a different advisor or terminate 

informal proceedings at any time. 

3.9.3.4  Formal Procedures 

3.9.3.4.1 General.    Any member of the College community, who believes that he/she has been subjected to a human 

rights violation by another member of the College community, may make a formal written complaint against the 

alleged violator. The formal complaint shall include the name(s) of the complainant(s) and the respondent and a 

statement of the allegations. The statement of allegations shall be specific and should include the times, locations and 

details of the alleged violation. The classification of the person accused of human right violations will determine 

whether the formal procedure will follow faculty, staff, or student resolution procedures. These same procedures may 

also be used by the College in those instances when violations of this policy may have occurred and where the 

complainant(s) has not filed a formal complaint.  In these instances the appropriate Dean or Vice President may 

instigate a complaint following a formal investigation. 

3.9.3.4.2 Faculty and Staff. Formal proceedings occur at two different levels, dependent on the seriousness of the 

allegations. Except as provided in this section and Section 3.9.3.4.3(2), the first level of resolution is mediation, in 

which an attempt is made to mediate a resolution between the parties involved.  

 If the respondent is a member of the faculty, or a staff member who reports to the Vice President and Dean 

for Academic Affairs, a formal complaint shall be made in writing to the Vice President and Dean for Academic 

Affairs.  Complaints about the behavior of these persons will be resolved following faculty procedures.  
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 If the respondent is a member of the staff, who does not report to the Vice President and Dean for Academic 

Affairs, a formal complaint shall be made in writing to the Vice-President for the area in which the respondent is 

employed.  Complaints about the behavior of these persons will be resolved following staff procedures.   

 Should a question arise as to whether a person (who functions in different roles) is to follow student, 

faculty, or staff procedures, the final resolution shall be made by the President. 

 Upon receipt of a formal, written charge of human rights violation the Dean or Vice-President shall make a 

judgment as to whether the complaint would be best resolved through mediation or if a formal hearing is required.  If 

the nature of the complaint is such that disciplinary action is not likely to result, then the complaint might best be 

resolved though mediation. In this instance the Dean or Vice-President will forward a copy of the complaint to an 

appropriate mediation team. Should the complaint appear sufficiently serious that substantiation of the allegations 

would likely result in the College taking disciplinary action against the respondent, or if there has been a history of 

similar complaints against the respondent, then the Dean or Vice-President may require that the dispute proceed 

directly to a formal investigation and hearing. In this event the Dean or Vice-President will contact the respondent, 

give him/her a copy of the written complaint, take any temporary personnel action that may be necessary, and begin 

formal investigation procedures.   

3.9.3.4.3 Mediation 

 The Mediation Team will, upon receipt of a complaint and normally within two working days, contact both 

the respondent and complainant(s). The respondent will be provided a copy of the formal complaint and all parties 

will be provided copies of Procedures for Mediation Hearings. In consultation with all involved parties a date for a 

mediation hearing will be set, ordinarily not sooner than one week from the date of notification nor later than two 

weeks. All parties will be advised that the mediation hearings will be confidential. Should the parties wish to include 

witnesses as part of their presentation they will need to provide the Mediators with a list of witnesses at least one day 

prior to the start of the hearing.  

 The intent of mediation is to attempt a resolution of the situation that prompted the original complaint, such 

that both the complainant(s) and the respondent agree that their behavior has been explained and a fair resolution has 

been obtained. Any of the involved parties may suggest what would constitute a fair resolution, and/or the Mediators 

themselves may suggest possibilities. A fair resolution does not require an admission of guilt on the part of the 

respondent. The resolution statement will usually provide a detailed statement as to what each of the parties will do 

in order to meet the expectations of the resolution. 

 Only the complainant(s), respondent, and the Mediation Panel members attend mediation hearings. 

Witnesses may be invited only to provide evidence. No records are kept of the proceedings except for the resolution 

agreement, which will be signed by both the complainant(s), the respondent, and witnessed by the Mediators. The 

Mediators have the right to limit both the amount of discussion and the number and length of witness presentations. 

 Where mediation fails to reach a resolution acceptable to both parties, and the complainant wishes to 

proceed with the complaint, the Mediators shall take action as follows.  

 

3.9.3.4.4 Formal Hearings 

1. If the Mediators determine that there is merit to the complaint and that the resolution requested by the 

complainant is reasonable, the Mediators shall refer the complaint for investigation and formal hearing as 

provided in Section  

 2. If the Mediators determine that the complaint has no merit, or that the resolution requested by the 

complainant is unreasonable, they shall terminate the mediation process and take no further action. In this 

event the complainant will have the right to appeal the Mediators' decision to the appropriate Dean or Vice-

President, who may at this time uphold the action of the Mediators, or initiate an investigation and a formal 

hearing. In every case where mediation does not produce a resolution the Mediators will send a letter to the 

appropriate Dean or Vice-President summarizing the substance of the hearing and the reasons for their 

decision. 
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 Failure of any parties to appear at a scheduled mediation hearing will be communicated in writing by the 

Mediation Panel to the appropriate Dean or Vice-President. The Dean or Vice-President may take whatever action 

they deem necessary, to insure compliance with College policies. 

 Resolutions agreed to by the parties involved will be forwarded to the appropriate Dean or Vice-President. 

Ordinarily this will take place within two working days after the hearing. Normally, this ends the mediation process 

and shall not result in any further disciplinary action being taken on the part of the Dean or Vice-President. In the 

event that the agreement is compromised by any of the parties involved and if a further complaint is made, the 

resolution may be presented as evidence in later (Mediation or Formal) hearings.  

 If at any time during the mediation session the Mediators determine that substantiation of the allegations 

would likely result in the College taking disciplinary action against the respondent, the complaint shall be returned to 

the Dean or Vice-President with a request for a Formal Hearing.  

3.9.3.4.4 Formal Hearings 

 1. In the event that the Mediators deem the circumstances of a complaint require a Formal Hearing or if the 

Dean or Vice-President receiving the initial complaint believes that a Formal Hearing is most appropriate, 

then a formal investigation is required. This will first require that the Dean or Vice-President forward a 

copy of the charge to two or more investigators and instruct them to initiate a formal investigation of the 

charge. The investigators will attempt to determine the relevant facts through personal interviews, 

correspondence, research of relevant documents and other appropriate means.  

 2. The investigation should normally be completed within 10 calendar days, although special circumstances 

may require a longer time period. In the event the investigators determine that the investigation will extend 

beyond 10 days, they will notify in writing, the complainant, the respondent, and the appropriate Dean or 

Vice-President. After their investigation is completed, the investigators will forward a written report of their 

findings to the appropriate Dean or Vice-President. The investigative report should include all documents 

relevant to the investigation.  

  3. Upon receipt of the investigator's report the Dean or Vice-President shall first decide if the investigation 

was sufficient to provide the needed information.  Should there be insufficient or missing evidence the 

investigators will be asked to provide this information in a timely fashion.  Following this, the Dean or 

Vice-President will decide if the investigation supports convening a formal hearing or, if not, is more 

appropriate for mediation.  In the latter instance, the case will be sent for mediation.  If the evidence 

supports a formal hearing the Dean or Vice-President shall forward a copy of the written complaint and the 

investigative report to the coordinator of the Hearing Panel who will convene the full Hearing Panel. The 

Panel will determine which four members will hear the case, one of whom will serve as the Hearing Panel 

Chairperson. The full Hearing Panel will also select two alternates who will hear the case but, except in the 

instance they need to replace one of the four regular panel participants, will not participate in any formal 

deliberations following the conclusion of the hearing. The Hearing Panel shall be informed of the identity of 

the complainant(s) and the respondent in order to eliminate any conflict of interest. 

 4. The Chairperson of the Hearing Panel shall set a time and place for the hearing. The scheduled date of 

the hearing shall be no later than 14 calendar days after notification from the Dean or Vice-President, unless 

the complainant(s), the respondent and the Chairperson of the Hearing Panel agree upon a later date. 

 5. The Chairperson of the Hearing Panel shall contact the complainant(s), the respondent, members of the 

Hearing Panel, the Dean or Vice-President and the investigators by letter indicating the time and place of 

the hearing. The letter to the complainant(s) and the respondent shall contain the following: 

  a. The date and time of the hearing 
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  b. An explanation of the role of the Hearing Panel, including an invitation to discuss the 

procedures for the hearing with the Chairperson prior to the hearing.  

  c. A copy of the formal complaint written by the complainant(s) 

  d. A copy of the Lynchburg College Human Rights Policy and Procedures 

  e. A copy of the Order of the Hearing Process  

  f. A statement that all materials and records of the hearing shall be confidential 

  g. A request for names of all witnesses to be contacted for the hearing 

 6. The Chairperson of the Hearing Panel, upon receipt of the lists of witnesses shall send a letter specifying 

time and location of the hearing to each requested witness. 

 7. The Chairperson shall preside over the hearing, normally following the Order of the Hearing Process, 

unless a requested modification is agreed to by the Chairperson and the parties involved. Normally, only the 

respondent, his/her advocate, the complainant, his/her advocate, the Dean or Vice-President and Hearing 

Panel members may attend the hearing. The Hearing Panel may consider a request for a mental health 

professional (who may or may not be a member of the College Community) from the complainant or the 

respondent. This professional may then attend the hearing in order to provide personal support but may not 

act as an advocate. The Hearing Panel will act as a neutral body, hearing the facts of the case, calling 

witnesses and asking questions. 

 The Dean or Vice-President will attend the hearing and may question witnesses during the hearing, but may 

not participate in the deliberations of the Hearing Panel. 

 8. All proceedings shall be taped by a member of the Hearing Panel, with the exception of the deliberations. 

No other tape recordings are allowed. 

 9. Following the hearing, the Hearing Panel shall meet alone to determine if the respondent is responsible 

for violating the rights of the complainant(s). If the decision of the Hearing Panel is that the respondent is 

responsible, the Hearing Panel will then consider recommendations for sanctions. 

 10. The written findings and recommendations of the Hearing Panel shall be read and recorded at the end of 

the tape of the hearing. Only members of the Hearing Panel may be present at this time. The written report 

of the Panel shall include the findings and recommendations of the Hearing Panel and the reasons for them 

and the number of votes for and against the finding of the Panel. This report, the tape recording, and all 

other supporting documents shall be delivered to the Dean or Vice-President normally within two (2) 

working days after the end of the hearings. 

 11. The Dean or Vice-President shall make a decision on the case and shall prepare a written report, which 

shall include the Hearing Panel's original findings and recommendations and his/her reasons for concurring 

with or rejecting these findings and recommendations. Should the decision of the Dean or Vice-President 

involve a recommendation of termination of employment, this requires action by the President, who under 

these circumstances will make the final decision. The complainant(s), the respondent, and members of the 

Hearing Panel shall be informed in writing of this final decision in a timely fashion, not to exceed three (3) 

working days after the written report of the Hearing Panel has been received by the Dean or Vice-President. 

 12. The written decision of the Dean, Vice-President, or President and all records of the case (e.g., all 

documents and tapes of the hearing) shall be kept by the Dean's Office in cases involving a faculty hearing, 

or the Human Resources Office in cases involving a staff hearing. 
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3.9.3.4.5 Appeals  

 For human rights violations decisions rendered through faculty or staff proceedings, the following appeal 

procedures replace any other Grievance or appeal procedures described in the Faculty or Staff Handbooks. The 

person accused of human rights violations or the person(s) who made the formal complaint may appeal a human 

rights violation decision. 

 Following a decision of the Dean or Vice-President with regard to human rights violations a faculty or staff 

member may appeal the decision on one or more of the following grounds: 

  a. on procedural grounds to Faculty or Staff Grievance,  

  b. to the Dean or Vice-President based on new evidence, 

  c. a final appeal based on fairness, to the President of the College. 

 Decisions made on appeals, whether by Faculty or Staff Grievance, the Dean, Vice-President, or President, 

will normally be completed within seven working days following the receipt of a written appeal, unless special 

circumstances dictate otherwise. 

 Appeals to the Faculty or Staff Grievance Committee must be made in writing within 30 calendar days of 

receipt of the Dean's or Vice-President's decision. The decision on the appeal may be one of the following:  

  a. proper procedures were followed 

  b. procedural errors were minor and did not influence the outcome of the hearing -- hence the 

results of the hearing are supported or 

  c. hearing procedures were violated in such a way as to raise serious questions about the outcome, 

and so the Dean or Vice-President is advised to disregard the recommendations. In the event that 

the third (c) conclusion is reached Faculty or Staff Grievance will so notify the Dean or Vice-

President, who will have an additional seven working days to either reaffirm, modify or overturn 

the prior decision/sanctions. 

 In the event new evidence comes to light following the hearing, a Faculty or Staff member may, within 30 

calendar days of formal notification of the Dean's or Vice-President's decision, make a written appeal for 

reconsideration to the Dean or Vice-President. The Dean or Vice-President may deny the significance of the new 

evidence or reaffirm, modify or nullify the prior decision/sanctions. 

 Faculty and Staff also have a right to make an appeal to the President of the College. This appeal must be 

made in writing and within 14 calendar days of the latest decision of the Dean or Vice-President, and may raise 

questions of both the fairness of procedures and the appropriateness of the sanctions given by the Dean or Vice-

President. 

3.9.3.4.6 Students. If the respondent is a student, a formal complaint shall be made in writing to the Office of the 

Dean of Students. The Dean or designated member of the Dean's staff will talk with the complainant(s) and the 

respondent individually. If evidence is found which warrants bringing the respondent to a hearing, the Dean's Office 

will convene an Administrative Hearing and follow procedures outlined under the Honor and Student Conduct Codes 

and Regulations section of the Hornet.  A Dean's Hearing may be elected by either the respondent student or the 

member of the campus community bringing the charge. The Dean's Hearing is conducted according to the procedure 

outlined under the Honor and Student Conduct Codes and Regulation section of the Hornet. Both the respondent and 

the complainant may have a hearing advisor from the campus community with them throughout the proceedings. 

 A decision of responsibility may be appealed as stipulated under the Adjudication of Judicial Charges 

Section in The Hornet. 
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3.9.3.4.7 Executive.  If the accused is a Dean, Vice-President or the President, the formal complaint will be heard at 

the next higher administrative level. 

3.9.3.4.8 Records and Sanctions.  All records of a hearing shall be confidential. Records from a faculty hearing shall 

be kept by the Vice President and Dean for Academic Affairs, records from a staff hearing shall be kept by the 

Human Resources Office, and records from a student hearing shall be kept by the Office of the Vice President and 

Dean for Student Development. 

3.9.3.5  Staffing 

3.9.3.5.1 Human Rights Advisors.  At least six members of the College community shall be trained as advisors for 

violations of human rights. There shall be at least one male and one female advisor from each of the following three 

groups: faculty, staff and students. The normal tenure for these positions should be at least three years for faculty and 

staff and two years for students. The advisors will be selected by the Counseling Center in consultation with the 

appropriate Dean or Vice- President. The names and phone numbers of advisors will be made available to the 

College community. The Counseling Center has responsibility for training advisors. 

3.9.3.5.2 Hearing Panels. There are two Hearing Panels, one for faculty and one for staff. The purpose of each panel 

is to advise and assist the Dean or Vice-President in considering charges of human rights violations and to make 

recommendations as to whether the charges are substantiated and possible sanctions.  

 The members of the Faculty Panel will be full-time faculty members and the members of the Staff Panel will 

be full-time staff members.  Each Panel will consist of at least four females and at least four males. Each Panel will 

have a member who will act as its coordinator, and who will receive requests for formal hearings.  

 Panel members shall serve six (6) year terms with staggered expiration dates and will be nominated every 

third year by the Faculty Steering and Staff Advisory Committees, and subsequently approved by a vote of the 

faculty and staff as appropriate.  The Faculty Steering or the Staff Advisory Committees, as appropriate, may fill 

vacated terms with one year or less remaining through appointment.  If special circumstances create a shortage of 

available panel members, the Faculty Steering and Staff Advisory Committees may appoint additional members on a 

temporary basis. Panel members will participate in training sessions on human rights issues, policy and procedures. 

The Human Rights Oversight Committee will schedule these sessions. 

3.9.3.5.2.5 Mediators. Mediators shall be individuals contracted by the college, who are certified as mediators.  The 

choice of mediators resides with the appropriate Dean or Vice President. 

3.9.3.5.3 Advocates. In all stages of formal procedures both the respondent and the complainant may be 

accompanied by an advocate of their choice as specified in the section on formal hearings. Advocates may speak in 

formal hearings. Advocates must be employees or students of the College. 

3.9.3.5.4 Oversight Committee. The College will maintain a Human Rights Oversight Committee. A member of the 

College community appointed by the President chairs the Committee. The Committee will additionally have one 

faculty member appointed by Faculty Steering Committee, one staff member appointed by the Staff Advisory 

Committee, and may include one student (profitably involved with the student judiciary) recommended by the SGA 

in consultation with the Vice President and Dean for Student Development and appointed by the President of the 

College. The Committee's primary responsibility is to ensure that the requirements of the Human Rights Policy are 

being met and that the requirements reflect the needs of the College community.  

 Additionally, the Committee will  

 1.  Continually evaluate the effectiveness of the policy and advise the President of its findings, 

 2.  Recommend changes to the policy to address needs as they are identified and make changes in the 

procedures to keep them consistent and effective, 
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 3.  Make recommendations to the President regarding the delegation of responsibilities for certain tasks, and  

 4.  Address other concerns related to human rights as appropriate. 

 Responsibilities regarding a central repository for all documents/materials needed during the course of an 

investigation/hearing/sanction, instructions on how to use them, distribution of documents, publications and other 

materials, training, education, campus awareness and other related specifications that are not explicitly covered in the 

Human Rights Policy will be specified at the discretion of the Oversight Committee. 

3.9.3.5.5 Human Rights Investigators. The Human Rights Oversight Committee will recommend and the President 

will appoint at least eight Human Rights Investigators. The eight investigators will consist of the following: 

two male faculty members, two female faculty members, two male staff members, and two female staff members. 

 The following individuals may not serve as investigators:  

 The President of the College 
 Human Rights Advisors 

 Human Rights hearing Panel Members 

 Additionally, supervisors of the complainant or the respondent may not serve as investigators. 

 If the complainant or the respondent is an investigator they may not investigate their own case. 

 Normally, one female and one male faculty member will investigate charges against a faculty member and 

one female and one male staff member will investigate charges against a staff member. More than two investigators 

may be employed if needed. 

 Investigators will be trained in a manner specified by the Human Rights Oversight Committee. 

3.9.3.6  Education and Prevention 

3.9.3.6.1 Publications. 

 1. Brochure. A brochure will be made available to all students, faculty and staff. It will include the 

overview, policy statement, and definitions. It will be updated each year to include the names and telephone 

numbers of advisors.  

 2. Hornet/Faculty/Staff Handbooks. The full policy and procedures, both informal and formal will be 

included in each handbook. 

 3. Critograph. At the beginning of each year the Wellness Center will submit a news release and request an 

article explaining the policy and introducing the advisors for the upcoming year. 

 4. Videos. When the policy is implemented, educational videos will be selected to present the issues and 

definition of human rights. These videotapes will then be available for use in orientation and ongoing 

education of students, faculty and staff. 

3.9.3.6.2 Orientation/Training.  

 1. All new students, faculty and staff will receive orientation about the policy and procedures. 

 2. Videotapes will be available for continuing education and for orientation sessions at the beginning of the 

year. They also will be available for new people to view individually throughout the year. Workshops will 

be scheduled periodically for the campus community. 
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 3. Training will be provided to the Human Rights Advisors, members of the Hearing Panels, and 

Investigators. This training will address Lynchburg College's policy, procedures and legal concerns and 

sensitivity to the issues of human rights. It is expected that the Deans, the President and other key 

administrators will also participate in human rights training.  

 4. Orientation and training will be coordinated by the college unit responsible, i.e. Student Affairs for 

students, Human Resources for all Faculty and Staff. 

 

 

COMPUTER USAGE POLICY 

 

I. Introduction 

  

 The Lynchburg College computing and electronic communication facilities and services are owned by the 

College and are primarily intended for teaching, educational, research and administrative purposes. Access to these 

facilities is a privilege granted to the College's faculty, staff, students and guests of the College. Fundamental to the 

use of these facilities is the respect for the rights and privacy of all users. By using the College's computing and 

electronic communications facilities and services, College faculty, staff, students and guests agree that they will 

comply with this policy, and will cooperate with the College in implementing this policy. 

  

 Lynchburg College reserves the right, at all times, to suspend or revoke the privilege of system access if a 

user's system activity threatens to overload the system network, threatens the security or integrity of the College, 

threatens the computer system, or if the user has violated institutional policies or committed a violation of law. 

  

 Certain responsibilities and possible liabilities accompany this privilege and understanding them is 

important for all computer users. This policy strives to balance the user's ability to benefit from these computing 

resources and the College's responsibility to maintain the system and assure that ITR institutional polices are 

complied with. 

 

II. Guidelines for Responsible Use  

 

A. In General 

 

 Some constraints are necessary for the efficient and appropriate use of shared computer resources. Since 

network capacity is limited, academic needs must take precedence. All users must act responsibly and use the 

facilities in an ethical, professional and legal manner. This means that users agree to abide by the following standards 

of responsible use: 

 

 The integrity of all systems must be respected and not intentionally abused.  

 The privacy of users must not be intruded upon in violation of this policy.  

 Users must recognize that certain data is confidential and must limit access to such data for use in 

direct performance of their duties.  

 The rules and regulations posted throughout the campus or available on the College's web page 

governing the use of facilities and equipment must be respected.  

 Users shall become familiar with and abide by the guidelines for appropriate usage for the systems and 

networks that they access.  

 No one, faculty, staff or student, shall obtain or provide unauthorized access to ones own or other users' 

accounts and files, unless such access is obtained pursuant to Section IV below. Users shall keep their 

own access id(s) confidential.  

 The use of all accounts, whether for research, instruction or administrative purposes, must be consistent 

with the college's mission.  

 All users must respect the rights of others to remain free from harassment.  
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B. Personal Use; Use By Third Parties 

 

 Students, faculty and staff have the privilege of reasonable use of the College's computing and electronic 

communications facilities and services for personal activities related to teaching scholarship, research, professional 

development, and public service, as well as other incidental personal use, so long as such use does not interfere with 

the College's operation of these facilities and services, or with the user's employment or other obligations to the 

College. Use of the facilities and services for commercial purposes not under the auspices of the College is not 

permitted. 

 

 The use of College facilities and services by individuals and organizations who are not part of the College 

community is not permitted unless approved by the President, Academic Dean of the College, Vice President for 

Business and Finance, or Associate Vice President of Information Technology & Resources. Such approval will 

generally be granted only where the use is in connection with a College-sponsored event or activity, the use is in 

connection with a public service activity and comparable equipment is not otherwise reasonably available to the user, 

the use is by a guest of the College and is an otherwise appropriate use, or the use is part of a contractual agreement 

between the College and a governmental agency, private business, educational institution, or other entity. 

 

C. Plagiarism; Protection of Intellectual Rights 

 

 The College Honor Code regarding plagiarism and other violations of academic integrity applies to course 

work completed with use of the computer just as it does to other course work. 

 

 The College endorses the following statement on software and intellectual rights: 

 

 "Respect for intellectual labor and creativity is vital to academic discourse and enterprise. This principle 

applies to work of all authors and publishers in all media. It encompasses respect for the right to acknowledgement, 

right to privacy, and right to determine the form, manner, and terms of publication and distribution. Because 

electronic information is volatile and easily reproduced, respect for the work and personal expression of others is 

especially critical in computer environments. Violations of authorial integrity, including plagiarism, invasion of 

privacy, unauthorized access and trade secret and copyright violations, may be grounds for sanctions against 

members of the academic community."[1]  

 

III. Examples of Misuse  

 

 As a guideline for users, computing facility/ resources abuse consists of, but is not limited to, the following 

examples: 

 

 attacking the security of the system  

 modifying or divulging private information such as file or mail contents of other users without their 

consent, where the information was obtained in violation of this policy  

 unauthorized use of computer accounts, access codes, passwords, pin numbers, or network 

identification numbers assigned to others modifying or destroying College data, data of other users, or 

networks  

 forging, fraudulently altering, or willfully falsifying electronic mail headers  

 disruption or unauthorized monitoring of electronic communications  

 sending mail that will intimidate or harass other users  

 posting messages that threaten or vilify others  

 distribution of unsolicited advertising  

 intentional propagation of computer worms or viruses  

 distribution of chain letters  

 electronically using, distributing, or posting copyrighted material in violation of license or other legal 

restrictions or other contractual agreements  

 failure to return college owned software, and other electronically stored college owned materials, upon 

termination from the College  

https://www.lynchburg.edu/x1031.xml#_ftn1
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 hoarding, damaging, or otherwise interfering with academic resources accessible electronically  

 intentional disproportionate use of system resources, resulting in system slowdowns or crashes  

 using campus computing facilities for commercial gain or profit  

 personal use of computing facilities in violation of Part II B of this policy  

 intentional damage or physical destruction of computer equipment or facilities  

 use of the computer in a manner that violates state or federal law.  

 

IV. Privacy; Enforcement and Sanctions  

 

A. Privacy of Users 

  

 While not legally required to do so, the College respects the privacy of the users of ITR computing and 

electronic communications facilities. While the College's intent is to respect privacy, users should not expect 

complete privacy of electronic files. For example, I.T.R. personnel may observe the contents of electronic 

files/messages as a result of regular maintenance or user support. Users must be aware that the security of electronic 

files on shared systems is not inviolable. Due to addressing errors, it is possible that a user or I.T.R. personnel may 

receive a sent message that is meant for another person. Except when legally required to do otherwise, it is expected 

that private information obtained unintentionally be treated confidentially. 

 

B. Investigation of Violations and Revocation of Access 

 

 Monitoring users' accounts or conducting spot checks of users' activities is prohibited except as set forth 

below. Computer programs, e-mail, voice mail, phone logs, network traffic logs, web site cache, and electronic files 

can be accessed by I.T.R. personnel, and other College personnel to whom such authority has been delegated, to 

investigate suspected violations of this policy, or other College policy and rules, to investigate possible disruption to 

the network or other shared services, to monitor the volume of system activity and to track work flow, to restore 

system integrity in the event of a crash, to restore or protect the security of the system, and to cooperate with law 

enforcement officials. Such access must ordinarily be authorized by the President of the College, who can delegate 

this authority to the appropriate College administrator as listed below: 

 

 Dean of the College (faculty)  

 Vice President for Business and Finance (staff)  

 Dean of Students (students)  

 

 The officials listed above have the authority, based on the results of an authorized investigation, 

immediately to revoke or limit the user[s]' access to College computing and electronic communication facilities and 

services. 

 

 In emergency cases, as for example where system integrity is threatened and the appropriate administrator is 

not available, access may be authorized by either of the other three administrators listed, and if neither of those 

officials is available, designated I.T.R. personnel have the authority to lock or search accounts or log sessions. Any 

emergency entry will be recorded in writing and forwarded to the appropriate college authority, and ITR 

appropriateness reviewed after the fact. 

 

 Where a user's electronic files or other electronic material listed above is accessed by the College as part of 

an investigation into a suspected violation of this policy or other College policy or rules, the College will notify the 

individual of this access within five business days. This notice requirement shall not apply where the notice would, in 

the judgment of the College, interfere with an ongoing law enforcement investigation. 

 

C. Other Sanctions for Misuse; Reporting Misuse 

 

 If abuse of Lynchburg College computing facilities occurs, either from campus or via modem or network 

access, those responsible for such abuse will be held accountable and may be subject to disciplinary action. 
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Moreover, individuals or groups who take actions which have legal implications are subject to further sanctions by 

relevant law enforcement authorities. 

 

 Abuses of computer resources are direct violations of the College's standards of conduct as outlined in the 

Faculty Handbook, Staff Handbook and Student Handbook (The Hornet). 

 

 Alleged violations of this policy will be processed according to the procedures outlined in these handbooks. 

Users are expected to cooperate with authorized investigations of technical problem or use of campus computer 

facilities that may be unauthorized, illegal or in violation of this policy. Except as noted in Section IVB above, an 

explanation of any revocation of access will be provided to the user and an appeal may be made following existing 

appeal procedures. 

 

 Any user who is the victim of harassment or other abuse involving the College's computing or electronic 

communication facilities, or becomes aware of a violation of this policy, should report the possible abuse or violation 

to his or her supervisor or to the appropriate administrator listed above. Such reports will be handled in accordance 

with the College's Human Rights Policy, and where appropriate, the College will inform the user of the right to file a 

complaint under that policy. 
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LYNCHBURG COLLEGE ALCOHOL AND DRUG POLICY 

  

Lynchburg College does not condone the illegal or otherwise irresponsible use of alcohol and other drugs. It 

is the responsibility of every member of the College community to know the risks associated with substance use and 

abuse. This responsibility obligates employees to know relevant College policies and federal, state and local laws 

and to conduct themselves in accordance with these laws and policies.  

 

Drug-Free Workplace Policy    

 

The use of alcohol or illegal drugs by employees while on Lynchburg College owned, leased or controlled 

property, including meal periods and breaks, is absolutely prohibited except when authorized by the College for 

approved College functions. No employee will report to work while under the influence of alcohol or illegal drugs. 

Violations of these rules by an employee will be reason for evaluation/treatment for a substance use disorder or for 

disciplinary action up to and including termination of employment. This policy applies to all employees (full-time, 

part-time, student workers and assistants, etc.).  

 

The unlawful manufacture, distribution, dispensation, possession or use of illicit drugs; and the possession, 

use or distribution of alcohol on College premises, or while conducting College business off College premises, which 

is either unlawful or contrary to any College policy; are absolutely prohibited.  Violations of this policy will result in 

a disciplinary action, up to and including termination and referral for prosecution, and/or required satisfactory 

participation in the Employee Assistance Program, and may have legal consequences. 
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Health and Behavioral Risks    

 

The negative physical and mental effects of the use of alcohol and other drugs are well documented. Use 

and abuse of these drugs may cause blackouts, poisoning and overdose; physical and psychological dependence; 

damage to vital organs such as the brain, heart and liver; inability to learn and remember information; and 

psychological problems including depression, psychosis and severe anxiety. Risks associated with specific drugs are 

described later in this section.  

 

Impaired judgment and coordination resulting from the use of alcohol and other drugs are associated with 

DUI/DWI arrests; hazing; falls, drowning and other injuries; contracting sexually-transmitted diseases including 

AIDS; unwanted or unplanned sexual experiences and pregnancy; and acquaintance assault and rape.  

 

The substance abuse of family members and friends may also be of concern to employees. Patterns of risk-

taking behavior and dependency not only interfere in the lives of the abusers, but can also have a negative impact on 

the effected employee’s work and emotional well-being.  

 

Employees concerned about their own health or that of a friend should consult a physician or mental health 

professional. More information and assistance can be obtained by contacting the College’s Human Resources Office 

or a community resource listed in the yellow pages of the telephone directory.  

 

Alcohol    

 

Alcohol abuse is a progressive disorder in which physical dependency can develop. Even low 

doses of alcohol impair brain function, judgment, alertness, coordination and reflexes. Low to moderate 

doses of alcohol also cause an increase in a variety of aggressive actions such as assaults, including spousal 

and child abuse.  

 

Moderate to high doses of alcohol cause marked impairments of higher mental functions, severely 

altering a person’s decision-making ability and ability to learn, process and remember information. Very 

high doses cause suppression of respiration and death.  

 

Chronic alcohol abuse can produce dementia, sexual impotence, cirrhosis of the liver, and heart 

disease; sudden withdrawal can produce severe anxiety, tremors, hallucinations and life-threatening 

convulsions. If combined with other drugs, much lower doses of alcohol will produce the same effects as 

higher doses of alcohol alone.  

 

Mothers who drink alcohol during pregnancy may give birth to infants with fetal alcohol 

syndrome. These infants have irreversible physical abnormalities and mental retardation. In addition, 

research indicates that children of alcoholic parents are at greater risk than other children of becoming 

alcoholics themselves.  

 

Marijuana (Cannabis)   

 

 Marijuana has negative physical and mental effects. Physical effects include elevated blood 

pressure, a dry mouth and throat, bloodshot and swollen eyes, decrease in body temperature and increased 

appetite. Frequent and/or long-time users may develop chronic lung disease and damage to the pulmonary 

system.  

 

Use of marijuana is also associated with impairment of short-term memory and comprehension, an 

altered sense of time, and a reduction in the ability to perform motor skills such as driving a car. Marijuana 

use produces listlessness, inattention, withdrawal and apathy. It also can intensify underlying emotional 

problems and is associated with chronic anxiety, depression and paranoia.  
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Hallucinogens    

 

This category includes phencyclidine (PCP or "angel dust"), and amphetamine variants which have 

mind-altering effects. Perception and cognition are impaired and muscular coordination decreases. Speech 

is blocked and incoherent. Chronic users of PCP may have memory problems and speech difficulties lasting 

6 months to a year after prolonged daily use. Depression, anxiety and violent behavior also occur. High 

psychological dependence on the drug may result in taking large doses of PCP. Large doses produce 

convulsions, comas, and heart and lung failure.  

 

Lysergic acid dyethylamine (L.S.D. or "acid"), mescaline and psilocybin (mushrooms) cause 

illusions, hallucinations and altered perception of time and space. Physical effects include dilated pupils, 

elevated body temperature, increased heart rate and blood pressure, decreased appetite, insomnia and 

tremors. Psychological reactions include panic, confusion, paranoia, anxiety and loss of control. Flashbacks, 

or delayed effects, can occur even after use has ceased.  

 

Cocaine    

 

Cocaine stimulates the central nervous system. Immediate physical effects include dilated pupils 

and increased blood pressure, heart rate, respiratory rate and body temperature. Occasional use can cause a 

stuffy or runny nose, while chronic use may destroy nasal tissues. Following the "high" of extreme 

happiness and a sense of unending energy is a cocaine "crash" including depression, dullness, intense anger 

and paranoia. Contaminated equipment used to inject cocaine can cause AIDS, hepatitis and other diseases. 

Tolerance develops rapidly, and psychological and physical dependency can occur.  

 

Crack or "rock" is extremely addictive and produces the most intense cocaine high. The use of 

cocaine can cause kidney damage, heart attacks, seizures and strokes due to high blood pressure. Death can 

occur by cardiac arrest or respiratory failure.  

 

Stimulants    

 

Amphetamines and other stimulants include "ecstasy" and "ice." The physical effects produced are 

elevated heart and respiratory rates, increased blood pressure, insomnia and loss of appetite. Sweating, 

headaches, blurred vision, dizziness and anxiety may also result from use. High dosage can cause rapid or 

irregular heartbeat, tremors, loss of motor skills and even physical collapse. Long-term use of higher doses 

can produce amphetamine psychosis which includes hallucinations, delusions and paranoia.  

 

Depressants    

 

Barbiturates and benzodiazepines are two of the most commonly used groups of these drugs. 

Barbiturates include phenobarbital, seconal and amytal. Benzodiazepines include ativan, dalmane, librium, 

xanax, valium, halcion and restoril. These drugs are frequently used for medical purposes to relieve anxiety 

and to induce sleep. Physical and psychological dependence can occur if the drugs are used for longer 

periods of time at higher doses. Benzodiazepine use can cause slurred speech, disorientation and lack of 

coordination. If taken with alcohol, abuse can lead to a coma and possible death.  

 

Narcotics    

 

Narcotics include heroin, methadone, morphine, codeine and opium. After an initial feeling of 

euphoria, usage causes drowsiness, nausea and vomiting. Effects of overdose include slow and shallow 

breathing, clammy skin, convulsions, coma and possible death. Physical and psychological dependence is 

high and severe withdrawal symptoms include watery eyes, runny nose, loss of appetite, irritability, tremors, 

panic, cramps, nausea, chills and sweating. Use of contaminated syringes may cause AIDS and hepatitis.  
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Penalties 

 

Drugs 

 

Unauthorized manufacture, distribution and possession of "controlled substances" (illegal drugs), 

including marijuana, cocaine and LSD, are prohibited by both state and federal law and are punishable by 

severe penalties. The College does not tolerate or condone such conduct. Employees who violate state or 

federal drug laws may be referred by College authorities for criminal prosecution and, if convicted, may be 

subject to the penalties provided by law.  

 

Whether or not criminal charges are brought, all employees are subject to College discipline for 

illegally manufacturing, distributing, possessing or using any controlled substance (i) on College-owned, 

leased or controlled property, (ii) at College-sponsored or supervised functions, or (iii) under other 

circumstances involving a direct and substantial connection to the College. Any employee found to have 

engaged in such conduct is subject to the entire range of College discipline, up to and including 

termination of employment.  

 

Federal and State Penalties 

 

Both the federal Controlled Substances Act and the Virginia Drug Control Act, penalize the 

unlawful manufacturing, distribution, use, and possession of controlled substances. The penalties vary based 

on the type of drug involved, amount possessed and whether there was an intent to distribute. Federal law 

sets penalties for first offenses ranging from one year to life imprisonment and/or $100,000 to $4 million 

fines. Penalties may include forfeiture of property, including vehicles used to possess, transport or conceal a 

controlled substance or denial of Federal benefits such as student loans and professional licenses. 

Convictions under state law may be misdemeanor or felony crimes with sanctions ranging from six months 

to life imprisonment and/or $250 to $100,000 fines.  

             

Federal law provides that any person who distributes, possesses with intent to distribute, or 

manufactures a controlled substance, on or within one thousand feet of an educational facility is subject to a 

doubling of the applicable maximum punishments and fines. A similar state law carries sanctions of up to 

five years imprisonment and up to $100,000 fine for similar violations. 

 

                Penalties vary widely, depending both on whether distribution or intent to distribute is found, and 

depending on the scheduled ―class‖ of the drug involved. The five schedule classes of drugs are: 

 

Class Description Common Examples 

Schedule I 
High potential for abuse. No currently accepted legitimate 

medical use for treatment. 

Heroin, Ecstasy (MDMA), LSD, GHB. 

Marijuana is a also considered a schedule 

1, but its penalties are separate and not as 

severe. 

Schedule II 
High potential for abuse. Some highly restricted medical 

uses. 

Methamphetamine (crystal meth) and 

other stimulants. Morphine, PCP, 

Cocaine, methadone, Ritalin 

Schedule III 
Potential for abuse less than Schedule I or II. Does have 

legitimate medical uses. 

Anabolic steroids, codeine and 

hydrocodone (Vicodin, Lorcet, Dolacet 

and others) with aspirin or Tylenol, 

Special K (Ketamine), some barbiturates 

and other depressants 

Schedule IV 
Low potential for abuse compared to Schedules I-III. Does 

have legitimate medical uses. 

Many prescription drugs such as Darvon, 

Talwin, Equanil, Valium (diazepam), 

Rohypnol, and Xanax, as well as other 

tranquilizers. 

Schedule V Low potential for abuse compared to other drug schedules. Codeine based cough medicines. 
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Alcohol 

 

          Virginia State laws concerning the purchase, possession, consumption, sale and storage of alcoholic 

beverages include the following: (1) sale of an alcoholic beverage requires an ABC license; (2) alcoholic 

beverages are not to be given or sold to persons under 21 years of age; (3) alcoholic beverages are not to be 

given or sold to persons who are intoxicated.  Violations include (1) drinking in unlicensed public places; (2) 

possession of an alcoholic beverage by a person under 21 years of age; (3) falsely representing one's age for 

the purpose of procuring alcohol; and (4) purchasing an alcoholic beverage for a person who is under 21 years 

of age. 

 

            Virginia is tough on drunk drivers, and with good reason. One out of every 10 Americans will be 

involved in an alcohol-related crash during their lives. Alcohol-related injuries occur about every two minutes, 

and fatalities occur every 32 minutes, on average. That is why it is important to know the facts about driving 

under the influence of alcohol or drugs, and to avoid this behavior entirely. If you've never had a DUI, you 

might not realize that it's not a traffic violation, it’s a criminal offense. You'll be handcuffed, taken to the 

police station, and required to go to court.    

 

Driving Under the Influence of Drugs and/or Alcohol in Virginia 

 

 It is unlawful for any person to drive any motor vehicle, including mopeds, on the public highways of 

Virginia with a blood alcohol content (BAC) of 0.08 percent, or under the influence of drugs, or a combination of 

drugs and/or alcohol sufficient to impair the ability to drive safely.  Penalties for driving under the influence of 

alcohol and/or drugs (DUI) are severe. 

 

 First offense DUI is punishable by a mandatory minimum fine of $250, and a mandatory minimum jail 

sentence of 5 days if the driver’s blood alcohol content (BAC) is between 0.20 and .25 percent, and a mandatory 

minimum jail sentence of 10 days if the driver’s BAC is 0.25 percent or more. 

 

 A second offense DUI within 5 years after a first offense is punishable by a mandatory minimum fine of 

$500 and a jail sentence of one month to one year, five days of which cannot be suspended.  A second offense DUI 

within 10 years of a first offense is punishable by a mandatory minimum fine of $500 and a mandatory minimum jail 

sentence of 10 days if the driver’s BAC is between 0.20 and 0.25 percent, and a mandatory minimum jail sentence of 

20 days if the driver’s BAC is 0.25 percent or more.  

 

 Punishments for three or more DUI convictions within 10 years are even more severe, with mandatory 

minimum fines of $1,000 and mandatory jail sentences of up to one year. 

 

 In addition to the specified fines and jail sentences, any person convicted of a DUI where the driver’s BAC 

is 0.15 percent is required as a condition of license restriction or restoration to pay for the installation of an ignition 

interlock system on his or her automobile. 

 

 In addition to the penalties above, conviction of a DUI while transporting a person 17 years old or younger 

is punishable by an additional minimum fine of $500 to $1,000, and a mandatory minimum jail term of 5 days. 

 

Reporting Requirements 

 

 Employees must, as a condition of employment, abide by the terms of the above policy and report any 

conviction under any criminal drug statute, any alcohol beverage statute, or any law which governs driving while 

intoxicated for violations occurring on or off College premises while conducting College business.  A report of a 

conviction must be made to the College’s Director of Human Resources within five (5) days after the conviction.  

After receiving a notice of conviction under a criminal drug statute, the College’s Director of Human Resources must 

notify any federal granting agency within ten (10) days. 
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Substance Abuse Resources 

 

The College recognizes drug dependency and alcohol abuse as illnesses and major health problems.  The 

following is available to employees needing help in dealing with such problems. 

 

1. Health care benefits for treatment of drug, alcohol, and other controlled substance problems are 

available through our health insurance policy for participating employees. 

 

2. The Employee Assistance Program offers free, confidential counseling and referrals for both the 

employee and immediate family members in dealing with substance abuse problems.  These services 

may be obtained on a voluntary basis or through supervisor referral when job performance or behavior 

suggests a problem.   Employees who believe they have a problem are urged to contact the Employee 

Assistance of Central Virginia, Inc. for confidential treatment at 845-1246. 

 
Additional educationalliterature/resources: 

 

DMV Web Site – http://www.dmv.state.va.us/webdoc/general/safety/drinking/index.asp  

DEA Web Site – http://www.usdoj.gov/dea/index.htm 

 
 

EMPLOYEE ASSISTANCE PROGRAM 

 

  An Employee Assistance Program (EAP) is a service designed to help employees and their families resolve 

personal problems which may be interfering with work or home life.  Lynchburg College has retained the services of 

the Employee Assistance of Central Virginia, Inc. to provide an EAP for you. 

 

 The services of EAP are available to you and your family members at your request.  Supervisors can also 

refer employees to EAP if personal problems are reflected in job performance.  The program can help you with all 

types of personal problems, such as marital or family discord, financial or emotional crises, alcohol or drug 

problems, illness, or other difficulties that may interfere with or threaten job performance or conduct.  Employees 

and their family members experiencing problems, whether or not they may affect the job performance of that 

employee, are encouraged to voluntarily seek information, referral, and related services on a confidential basis by 

contacting the EAP.  There is no cost to you or your family members using EAP.  Any contact with the EAP is 

treated confidentially. 

 

STAFF GRIEVANCE PROCEDURE 

 

 Lynchburg College recognizes that personnel problems may arise from time to time.  It is in the best interest 

of the College and its staff to resolve these matters quickly and at a level as close as possible to where the grievance 

arose.  This procedure is established in order that College staff may be assured of fair consideration and 

determination that the matter is of substance.  A means of appeal without prejudice from the immediate supervisor 

has been established for this reason.  

  

 Employees are expected to exhaust the remedies available to them in the College staff grievance procedure 

prior to instituting any proceedings regarding the subject matter of the grievance in any state or federal court or 

agency.  If, prior to or subsequent to commencing a grievance under the claim regarding the subject matter of the 

grievance with a state or federal court or agency, the College reserves the right to discontinue the grievance 

proceedings. 

 

 Personnel problems involving appointment, promotion, salary adjustments, termination, or any matter 

involving working conditions should be handled in the following manner:  

  

Level I: 

 The staff member should first attempt to resolve the grievance informally by discussing it with his/her 

immediate supervisor.  The staff member may also seek the counsel and mediation of the Human Resources Office.  

http://www.dmv.state.va.us/webdoc/general/safety/drinking/index.asp
http://www.usdoj.gov/dea/index.htm
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If the matter is not resolved satisfactorily through this informal discussion, the employee may proceed to the formal 

grievance level by presenting the grievance in writing to the immediate supervisor, also describing the remedy 

desired, with a copy to the Human Resources Office.  This must be done within 15 working days of its occurrence.  

The supervisor will have 5 working days in which to respond to the employee in writing, with a copy to the Human 

Resources Office.  

 Level II: 

 If the staff member is not satisfied with the answer from the immediate supervisor, the staff member may go 

to the second level within 5 working days from the time the answer was given or due by the immediate supervisor.  

The second level of review will be to the dean or vice president of the respective area, who will have 5 working days 

in which to respond in writing to the staff member.  

 

Level III: 

 If the staff member is not satisfied with the answer from the dean or vice president, he or she may proceed 

to the Grievance Committee.  This must be done within 5 working days from the time the answer was given by the 

dean or vice president.  The Director of Human Resources will be responsible for scheduling the meeting of the staff 

member and the Grievance Committee.  This meeting will take place in a timely fashion at a time mutually 

convenient to the staff member and the Committee.  All parties concerned will be given the opportunity to present 

their positions to the Committee in the form of written statements submitted prior to the start of the proceedings and 

oral presentations to the meeting of the committee. All parties involved in the effort to settle the grievance through 

the first steps may be included.  A record of the proceedings will be kept and those involved may bring an advisor 

with them.  Rules of essential fairness will be followed, although the grievance procedure is not a court procedure. 

 

Level IV: 

 If the staff member is not satisfied with the answer from the Grievance Committee, he or she may proceed 

with a final appeal to the President of the College.  This must be done within 5 working days from the time the 

answer is given by the Grievance Committee.  The President will then have 10 working days in which to provide an 

answer to the staff member in writing.  This decision will be final and binding on all parties.  

  

 Grievance Committee Membership 

 

 The Grievance Committee will be composed of seven Lynchburg College staff members elected by the staff 

at the beginning of the year from the staff, excluding members of the senior administration.  Five members shall sit 

as the committee, with no member chosen to serve from the department involved.  The committee's decision is final 

and subject only to appeal to the President. 

 

 One person from each of the main areas – Academic Affairs, Business and Finance, External Affairs, 

Enrollment Services, and Student Development - will serve as members on the committee, and two people will serve 

as members-at-large.  In addition, seven alternate members shall be elected from each of the same areas should any 

of the seven members be unable to serve.  Persons will be elected to fill a two-year term; the first year serving as an 

alternate and the second year serving as a committee member. 

 

 

STAFF ADVISORY COMMITTEE 

 

 The Staff Advisory Committee is comprised of nine Lynchburg College staff members representing the 

primary areas of the College.  One person from each of the main areas – Academic Affairs, Business and Finance, 

External Affairs, Enrollment Services, and Student Development - will serve as members of the committee.  The 

academic area will have one additional representative and the Business and Finance area will have three additional 

representatives due to the large number of employees in this area.  The Director of Human Resources and the 

College Chaplain/President’s Cabinet member serve as permanent members of the Committee. 

 

 SAC members communicate to the administration and faculty on behalf of the College’s entire staff, which 

nominates and votes for SAC committee members.  The Committee meets monthly and also coordinates and 

conducts All Staff meetings every other month.   
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PERSONNEL FILE REVIEW 

 

 An employee has the right to review his or her personnel file, and may do so by requesting an appointment 

in advance with the Director of Human Resources.  This file consists of the individual's employment record, which 

includes the employment application and/or resume, salary history, benefits enrollments, current performance 

evaluations and other related employment information.  

  

  

PERSONNEL DATA CHANGES 

 

 It is the responsibility of the employee to report promptly any change of name, address, beneficiary of 

insurance plans, etc., to the Human Resources Office.  

  

  

BENEFIT ENROLLMENT 

 

 It is the employee's responsibility to enroll in any available benefits program by completing the required 

application forms.  No benefits begin without properly signed authorizations.  

 

 

PAY PERIODS AND PAYROLL INFORMATION 

  

Pay Periods  

  

1.    Monthly Pay Periods  

  

  Employees whose pay is stated in annual terms are paid 1/12 of their annual rates, beginning with the fiscal 

year July 1.  Paychecks are scheduled for distribution through campus mail on the last working day of each 

month. 

 

2. Biweekly Pay Periods  

  

 Employees whose pay is stated in hourly terms are paid on a biweekly basis - every other Friday.  

Paychecks are scheduled for distribution through campus mail on this schedule. 

  

These employees are paid for time worked during the two-week period ending one week prior to the pay 

date.  

  

 Direct Deposit  

  

 Employees paid monthly or biweekly may arrange to have their paychecks directly deposited into their 

specified bank account upon written authorization submitted to the Human Resources Office.  

  

 This transfer will credit the employee's account as of 9:00 a.m. on payday, and the employee will receive a 

deposit advice for their records.  

   

Lost Checks 

   

Employees are responsible for their paychecks after they are delivered.  Checks lost or otherwise missing should be 

reported to the Payroll Office at Ext. 8615 so that a stop payment order may be initiated and a duplicate check 

issued.  
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Paycheck Adjustments  

  

 Every precaution is taken to avoid errors in employee paychecks.  However, if a person believes an error 

has occurred, their supervisor should notify the Payroll Office at Ext. 8615 so that the matter can be investigated.  An 

adjustment will be made on the next paycheck if an error is found.  

 

  

WORKING HOURS 

 

 The regular office hours are from 8:30 a.m. to 5:00 p.m. with one hour for lunch, Monday through Friday, 

for a total of 37 1/2 hours per week.  

  

 Other full-time personnel normally work eight hours per day, for a total of 40 hours per week.  The 

following departments are on a 40-hour per week schedule:  Dining Services, Westover, Mail Services, Bookstore, 

Printing Services, Physical Plant and Safety and Security.  

  

 Some employees work other schedules, dictated by the nature of their work.  Any employee having 

questions relating to hours of work should contact the department supervisor.  

  

 The official workweek begins at 12:01 a.m. on Sunday and ends at 12:00 midnight the following Saturday.   

  

 All employees of the College are expected to maintain regular attendance.  Employees are expected to call 

their supervisor before the time the employee ordinarily reports to work to indicate that they will be absent or tardy 

from their assigned work shift. 

 

 

OVERTIME 

  

 Employees are divided into two categories, exempt and non-exempt, as required by the federal government 

(Fair Labor Standards Act).  All employees will be informed of their category upon initial employment.  

  

 Non-exempt employees earn overtime pay at the premium rate of one and one-half times the hourly rate (or 

hours) for each hour worked in excess of 40 hours per week, or earn compensatory time off only for the time worked 

over.  Either option is at the supervisor’s discretion. 

  

 Overtime work is to be avoided as much as possible.  When the work load for a day makes overtime 

absolutely necessary and authorization is given by the supervisor, an effort should be made by the supervisor to 

schedule compensatory time off for the employee.  Compensatory time must be taken within the same work week.  

Compensatory time off is preferential to paid overtime; however, overtime pay is permissible when compensatory 

time cannot be arranged.  

  

 Time off credited to holiday and vacation is counted as time worked for computing overtime. 

 

 Time off credited to hazardous weather, jury duty, funeral leave, sick leave and personal time is not counted 

as time worked for computing overtime. 

  

 Certain executive, professional, and administrative employees are exempt from the overtime provisions of 

the law.  Exempt employees do not receive overtime compensation.  
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PAYROLL DEDUCTIONS 

 

Mandatory Deductions 

  

 Deductions for federal withholding taxes, state withholding taxes, and F.I.C.A. (social security) are taken 

from each paycheck as required by law.  Tax withholdings will be based upon the number of allowances claimed on 

Forms W-4 or W-4A and Form VA-4.  

  

 Voluntary Deductions 

  

 Subject to College policy, the following deductions currently may be withheld from employee earnings:  

  

 Group Health Insurance premiums  

 Dental Insurance premiums  

 Retirement (TIAA/CREF) (Pension Fund of the Christian Church) (Fidelity Investments)  

 Supplemental Retirement (TIAA/CREF) (Pension Fund of the Christian Church) (Fidelity Investments)  

 United Way Contributions  

 Contributions to Lynchburg College   

 Credit Union deductions  

 Bookstore payments 

 Long term care insurance premiums  

  Medical care reimbursement account 

 Dependent care reimbursement account 

 Health Savings Account 

  

Procedure 

  

 A signed payroll deduction authorization must be on file in the Human Resources Office before any 

voluntary deductions are withheld.  Any change in the amount of the deductions requires a new authorization. Any 

discontinuance must be authorized in writing by the employee.  

  

 

GARNISHMENTS AND TAX LEVIES 

 

  Garnishments and tax levies, if issued, are required by law to be taken.  A garnishment is a legal action by a 

creditor requiring the College to withhold a specified amount from an employee's earnings.  A tax levy is a similar 

action brought by a governmental tax agency to satisfy an employee's tax indebtedness.  

  

 When a garnishment or tax levy is served on the College, the employee is encouraged to try to make 

arrangements with the creditor or tax agency to make direct payments to satisfy the indebtedness.  A court release 

must be received by the College to discontinue the withholding process.  

  

 Disciplinary action, including dismissal, may be taken if the College receives repeated garnishments on an 

employee.  

 

  

BREAKS 

 

 All staff members are provided a 15 minute break in the morning and afternoon.  Breaks provide for rest 

and relaxation from regular work operations and are paid at the regular rate of pay.  Breaks may not be saved to 

shorten the work day.  Supervisors may request that employees not take a break during heavy or emergency work 

periods, or they may request that the break be taken at a different time than the normal schedule designates. 
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MEAL PERIODS 

   

 Meal periods (one hour, unpaid) are scheduled by the individual departments for all staff members.  Any 

questions about the meal schedule for a department should be directed to the supervisor of that department.  

  

 Employees in departments utilizing a time clock must punch out when leaving the campus for their meal 

period.  

 

  

HAZARDOUS/SEVERE WEATHER POLICY 

 

Definition: Snow or ice storms or other severe weather conditions; tornado and severe thunderstorms warnings 

Hazardous Severe 

Weather Team  

(HSWT): 

 

 

General Information: 

President, Vice President and Dean for Academic Affairs, Vice President for Business and Finance, 

Vice President and Dean for Student Development, Director Campus Safety and Security, Director of 

Physical Plant, Office of Public Relations and the Associate Vice President for Information Technology 

and Resources. 

 

The College will disseminate the Hazardous/Severe Weather Policy to students at the  

beginning of each school semester.  The policy will be disseminated to faculty and staff  

in the Faculty Handbook and Staff Handbook. 

 

 It is the policy of the College to maintain full operations while there are students in residence.  However, in 

periods of extreme inclement weather which are considered too hazardous for students and/or employees to report 

safely to the College, a course of action will be determined by the Vice President and Dean for Academic Affairs 

after conferring with the Vice President and Dean for Student Development, the Vice President for Business and 

Finance, and other appropriate senior officers of the College. 

 

 The Office of Public Relations will be responsible for communicating one of the following actions to 

television and radio stations and for posting on the College website: 

 

 1.  Classes canceled and offices closed.   

       Essential Personnel to report. 

 2.  Classes canceled and offices open. 

 3.  College will open at X (time). 

 4.  Evening classes canceled. 

 

 Once made, the decision will be communicated to the other senior managers who may implement it 

according to their own local circumstances.  Evening classes may be canceled even if the College is open during the 

day.  Again, the Office of Public Relations will publicize this decision. 

 

Public Relations will update the Lynchburg College Weather Hotline, 544-SNOW (544-7669), and release 

the information to the Webmaster for the announcement to be placed on the College Website homepage, 

www.lynchburg.edu.  

 

Essential Personnel 

 

Certain critical functions must be maintained in the event of an emergency.  Employees providing essential 

services for the well-being of the students or for the operation of the College will be expected to report for work 

when the College is closed or on a delayed schedule.  All Physical Plant employees including Grounds, 

Environmental Services, and Maintenance, plus Dining Room and Safety and Security employees, are designated as 

Essential Personnel for this policy.  Other positions may be designated as Essential Personnel at the discretion of the 

College. 

http://www.lynchburg.edu/
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All exempt, non-faculty personnel are expected to report for work when possible, based upon improving 

weather conditions. 

 

 

HAZARDOUS WINTER WEATHER SUCH AS SNOW AND ICE STORMS 

 

In the event of receiving a hazardous winter weather advisory from the National Weather Service for 

accumulations of snow, freezing rain, freezing drizzle, and sleet which will cause significant inconveniences and, if 

caution is not exercised, could lead to life-threatening situations, the Vice President and Dean for Academic Affairs 

or designee will determine a course of action and notify Campus Information Center and the Office of Public 

Relations.  The following procedures will be followed: 

 

1. The Campus Information Center will immediately notify members of the senior administration as 

appropriate. 

2. Essential personnel will report to work as stated in the Hazardous Weather Policy.  

3. Physical Plant will begin the clean up of campus buildings and grounds.  

4. Burton Student Center will be open as an emergency shelter for students should utilities be disrupted for 

an extended length of time.  

5. Activation of the Crisis Management Team (CMT) will occur under the following conditions:  

a. Extended disruption of utilities 

b. Cancellation of classes for extended closings 

c. Serious injury or death of a student, faculty or staff member 

d. Severe damage to campus facilities 

 

Campus Community Actions: 

 

 1.  Faculty, staff, and students should consult the web page and the Weather Hotline, 544-SNOW (544-

7669), for cancellations and updates. 

 2.  Please note that information updates will also be available on local television and radio stations, or from 

College officials. 

 3.  Essential personnel should report per the Hazardous Weather Policy. 

 4.  Use common sense.  Beware of hazardous conditions in parking lots and sidewalks once on campus.  

Report potentially dangerous conditions to Campus Information Center (544-8100). 

 5.  Beware of ice and snow sliding from rooftops. 

 6.  If power is lost on campus, you will be advised by your supervisor as information is obtained from 

outside sources. 

 

 

SEVERE WEATHER WARNING OR CRISIS ALERT 

 

 If we are alerted to a tornado, severe thunderstorm warning, or a crisis situation has occurred, the following 

will happen: 

 

THE SIREN WILL BEGIN TO WAIL:  

 

 The siren will be continuous.  

 If the siren does stop, this does not mean that the all clear word has been given.  Stay in your secured 

location until you receive instructions via your computer, campus officials, or emergency workers.   

  

AS SOON AS SIREN SOUNDS BEGIN PRIMARY LOCKDOWN: 

 

 Move quickly to the nearest room, office, or classroom.  

 Do not use elevators.  

 Stay away from doors and windows.  
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 Lock and secure the room you are in to the best of your ability.  

 Kneel down and cover your head in the event of severe weather.  

 If you are outdoors, seek cover in the closest building unless otherwise directed by college officials or 

emergency workers.  

  

STAY WHERE YOU ARE UNTIL YOU RECEIVE INSTRUCTIONS FROM COLLEGE OFFICIALS OR 

EMERGENCY WORKERS. 

 
 If possible, check for campus e-mail, campus voice mail system, the Web, or the Weather Hotline (434)-

544-SNOW for information updates.    

  

WHEN THE IMMEDIATE DANGER HAS PASSED: 

 
 You will receive the ―all clear‖ word from the college officials or emergency workers.  This could be word 

of mouth, through the College e-mail system, Weather Hotline, the College’s voice mail system and/or the 

College website.  

 Check your e-mail or with a college official for additional information and instructions.  

   

In a crisis situation the following steps will generally occur: 

  

         If an incident occurs on campus, Campus Safety and Security Officers will respond to the scene to assess    

  the situation, secure the perimeter and notify Lynchburg 911 for emergency response. 

         Early warning siren will be activated  . 

         The Crisis Management Team (CMT) will be notified and assembled. 

         Campus Safety and Security will establish a checkpoint to direct emergency response crews to the scene,   

         and provide access to authorized personnel only. 

         Students, faculty, and staff will be directed immediately to safe areas away from the affected area.    

         Information updates will occur via the web, the Weather Hotline, or in the case of loss of power, via  

         announcements in the Burton Student Center.  

         The CMT will assemble and coordinate all crisis response activities. 

         Updates and information will occur via the Web, flyers, e-mails, and community meetings.   

  

Testing of the Early Alert Siren will occur on a regular basis and will be announced beforehand.     

   
 Please note that there is a difference between a ―warning‖ and a ―watch‖. 

       Warning – National Weather Service local offices are indicating that a particular 

weather hazard is either imminent or has been reported. A warning indicates the 

need to take action to protect life and property. The type of hazard is reflected in the 

type of warning (e.g., tornado warning, blizzard warning). 

       Watch – National Weather Service local offices are indicating that a particular 

hazard is possible, i.e., that conditions are more favorable than usual for its 

occurrence. A watch is a recommendation for planning, preparation, and increased 

awareness (i.e., to be alert for changing weather, listen for further information, and 

think about what to do if the danger materializes).  

 
 

HAZARDOUS WEATHER PAY POLICY 

 

Hourly, Non-exempt Staff 

 

 Hourly, non-exempt staff are expected to report at their usual time if the College is open, and they will be 

paid accordingly.  If they do not report for work on days when the College is designated as open, they will not be 

paid.  If the College opens late, personnel will be paid for all scheduled hours if they report to work by the specified 
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time.  All time cards shall indicate the actual hours worked with an explanation if the hours are less or more than the 

normal regular working hours. 

 

 If in extreme cases hourly, non-exempt staff attempt to report but are unable to get to the College because of 

weather or road conditions, they can arrange on an individual basis with their supervisors to make up the working 

hours lost, providing those hours are worked within the same forty-hour work period.  Hourly personnel may also 

request to use vacation, if available, to cover absences from work. 

 

 If the College is closed and all classes are canceled, all scheduled personnel will be paid their regular 

earnings for the day.  Time credited to Hazardous Weather is not counted as time worked when computing hours 

eligible for 1 1/2 overtime rate for the week. 

 

Essential Personnel 

 

 Essential Personnel, as defined in the Hazardous Weather Policy, are expected to report to work when the 

College is closed or on a delayed schedule.  Essential Personnel will be paid for all hours worked and will also be 

paid equal amounts of Hazardous Weather pay, not to exceed the maximum of eight or scheduled hours.  Essential 

Personnel will be allowed to use only pre-approved vacation on days when the Hazardous Weather Policy is in 

effect.  Exceptions to this policy may be considered for unusual circumstances.  Essential Personnel who miss time 

due to sickness on days when the Hazardous Weather Policy is in effect will not receive Hazardous Weather pay in 

addition to sick leave pay.  Hazardous Weather pay will not be paid in addition to Sick Leave or Vacation pay. 

Additional personnel designated as essential by a Dean, Vice-President, or President, as described in the Hazardous 

Weather Policy, will be paid for all hours worked and will also be paid Hazardous Weather pay equal to their 

scheduled hours. 

 

 During periods of extreme inclement weather, a course of action will be determined and implemented for 

the evening, midnight, and weekend shifts.  In this event Essential Personnel, as defined under the Hazardous 

Weather Policy, who are assigned to these shifts will be paid for all hours worked and also paid equal amounts of 

Hazardous Weather pay, not to exceed the maximum of eight or scheduled hours. 

 

 Time credited to Hazardous Weather is not counted as time worked when computing hours eligible for 1 1/2 

overtime rate for the week. 

 

 

TIME RECORDS 

 

 Non-exempt employees are paid biweekly for the hours worked as shown on their time card or attendance 

record.  These time records must be approved by the department supervisor at the end of every two-week period.  

  

 In the areas where time clocks are utilized, the employee is responsible for punching in and out at the 

proper start and end of the work day.  The individual should not punch in more than five minutes before the 

scheduled working time nor later than five minutes after the scheduled ending time.  Exceptions to this must be 

authorized by the department supervisor.  

  When leaving the campus on non-College business, employees are required to punch out.  In addition, 

employees must punch out for lunch and in after lunch when leaving the campus for lunch.  

  

 Failure to punch in or out could result in loss of pay for time worked.  It is the responsibility of the 

employee to notify the department supervisor if a malfunction of the time clock record is suspected.  

  

 Punching in or out for another individual or having someone punch in or out on the individual's card is 

strictly prohibited.  
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VACATION 

 

 Full-time staff employed on a twelve-month basis are eligible for vacation according to classification and 

years of service.  

 

 Regular part-time employees are eligible for vacation according to the same schedule as full-time, but 

earned on a pro-rata basis. 

 

 Part-time employees are eligible for vacation according to the same schedule as full-time, but earned on a 

pro-rata basis.  The eligibility for part-time allowances will be based upon the normal work schedule of the part-time 

employee.  

 

 Temporary employees are ineligible for vacation benefits. 

  

 Supervisory approval of requests for vacation time is required. Requests for vacation usage must be 

submitted by the employee and approved by the department supervisor, in advance—normally three (3) weeks or 

more.  

  

 Departments may have to schedule vacations around the work requirements of the department.   

 

 A vacation may be rescheduled in case of serious illness.  Should illness occur while the employee is out of 

town on scheduled vacation, a doctor's statement may be required in order to count the time as sick leave rather than 

vacation time.  

  

 For purposes of computing vacation during the first year of employment, credit is given for the first month 

worked, provided the date of employment is the 15th of the month or earlier.  No employee will accrue vacation for 

the current fiscal year until he/she actually reports to work in that fiscal year.  

  

 Each employee accrues vacation time as indicated in the following schedules each July 1 for the current 

fiscal year.  The vacation must be taken within 180 days of the end of the fiscal year in which it is earned.  It is non-

cumulative.  

 

 For purposes of calculating years of service for vacation benefits, employees beginning employment after 

July 1 and before December 31 will be credited with one year of service for that fiscal year.  Employees beginning 

employment after December 31 will be eligible for one year of service beginning with July 1 of the next fiscal year. 

  

 If a holiday occurs within a vacation period, the employee receives straight time holiday pay for that 

holiday.  

 

 Vacation days for persons leaving are pro-rated, based upon the percentage of the fiscal year actually 

worked, and may be included on the employee’s final check.  This is subject to supervisory approval. 

  

 An employee will be granted time off for religious observances, provided the maintenance of essential 

services permits.  The employee may choose whether such time off will be charged to vacation or to other leave (if 

available), or will be taken without pay, or time off may be made up if both the staff member and the department 

agree. 
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Non-Exempt Positions  

 

 Persons employed in full-time positions classified as non-exempt are eligible for vacation days on the 

following schedule:  

  

             Years of Service            Vacation Days  

 

                     0 –  2 years            10  

                     3 –  7 years                  12 

        8 – 14 years  15  

      15 years and over  20 

 

 Persons employed in regular part-time positions classified as non-exempt are eligible for vacation according 

to the same schedule as full-time, but earned on a pro-rata basis. 

 

 Persons employed in part-time positions classified as non-exempt are eligible for vacation according to the 

same schedule as full-time, but earned on a pro-rata basis.  The eligibility for part-time allowances will be based 

upon the normal work schedule of the part-time employee.  

 

 New employees beginning employment after July 1 in non-exempt positions are credited vacation days on a 

pro-rata basis for their first fiscal year of employment, on the following schedule:  

  

 Months of Service                     Vacation Days  

  12                         10  

  11                          9  

  10                          8  

    9                          7 1/2  

    8                          6 1/2  

    7                          5 1/2  

    6                          5  

    5                          4  

    4                          3  

    3                          2 1/2  

    2                          1 1/2  

 

 

Exempt Positions  

  

 Persons employed in full-time positions classified as exempt are eligible for vacation days on the following 

schedule:  

 

  Years of Service           Vacation Days  

 

                     0 – 2 years                      15  

                     3 – 7 years                      17 

        8 years and over             20 

 

 Persons employed in the position of President, Dean, or Vice President are immediately eligible for 20 days 

vacation per year. 
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 New employees beginning employment after July 1 in exempt positions are credited vacation days on a pro-

rata basis for their first fiscal year of employment, on the following schedule:   

 

 Months of Service          Vacation Days  

 

  12                             15  

  11                             13 1/2  

  10                             12 1/2  

    9                             11  

    8                             10  

    7                               8 1/2  

    6                               7 1/2  

    5                               6  

    4                               5  

    3                               3 1/2  

    2                               2 1/2   

 

 

FAMILY AND MEDICAL LEAVE 

 

 Lynchburg College will provide up to 12 weeks of unpaid, job-protected leave to qualified employees in 

any 12-month period for certain family and medical reasons, in accordance with the Family and Medical Leave Act 

of 1993 (the ―FMLA‖).  Employees are eligible for FMLA leave after they have worked at Lynchburg College for at 

least one year and for 1250 hours over the previous 12 months.  The 12-month period in which the 12 weeks of leave 

entitlement occurs will be determined on a rolling basis, measured backward from the date the employee uses any 

FMLA leave.  An employee is required to apply for FMLA leave once they have been or know they will be absent 

from work for more than three consecutive calendar days for a qualifying event. 

 

Qualifying Reasons for Taking Leave 

 

 Unpaid leave will be granted upon a proper request from you for any of the following reasons: 

 

 1.  To care for your child after birth, adoption or placement for foster care; 

2.  To care for your spouse, son or daughter, or parent who has a serious health          

condition; or 

 3.  For a serious health condition that makes you unable to perform your job. 

 

 You will be required to substitute paid sick leave, paid family leave, and paid vacation leave, to the extent 

that they have been earned, for all or any part of the twelve-week period.  You will be limited to a total of 12 weeks 

of FMLA leave during any 12-month period, regardless of whether substitution of paid leave is made. 

 

Advance Notice and Medical Certification 

 

 You must request FMLA leave in order to receive it.  You will be required to provide advance notice of 

your need for FMLA leave and a medical certification in support of your leave request.  Taking FMLA leave may be 

delayed or denied if certification requirements are not met. 

 

 This notice of your need for FMLA leave must be given to your immediate supervisor, with a copy provided 

to Human Resources.  This ordinarily must be provided 30 days in advance, when the leave is foreseeable.  If it is 

not foreseeable, such as in an emergency situation, it must be provided as soon as practicable. 

 

 A copy of the leave request and certification forms may be obtained from Human Resources. 

 

 A second or third medical opinion (at the College’s expense) as to your need for FMLA leave may be 

required. 
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 Before you return to work from a medical leave, you must provide a report form your health care provider 

which certifies your fitness for duty to report to work and perform the essential functions of your job. 

 

Job Benefits and Protection 

 

Group Health Program 

 

 For the duration of a FMLA leave, you will be allowed to continue in the group health program by making 

prior arrangements in the Human Resources Office to continue paying the employee’s share of monthly premiums by 

personal check.  There will be a 30-day grace period for you to make payment of the premiums without affecting 

your health benefits. 

 

Insurance Coverage 

 

 While on FMLA leave, you will be eligible to continue in the disability and group life insurance programs 

with premiums paid by the College.  Optional insurance coverage can be continued by making prior arrangements in 

the Human Resources Office to continue paying the monthly premiums by personal check. 

 

Retirement and Other Employment Benefits 

 

 You will not be eligible to make contributions to the College’s retirement plan while on FMLA leave.  You 

will not lose any employment benefit that accrued prior to the start of a FMLA leave. 

 

Job Protection 

 

 Upon return from a FMLA leave most employees will be guaranteed reinstatement to their prior position or 

a position with equivalent pay, benefits, and other employment terms.  Under certain circumstances, a person defined 

as a key employee may be denied reinstatement to employment.  A key employee is defined as an employee who is 

classified in an exempt position, and is among the highest 10 percent of the employees.  This restoration can be 

denied only if necessary to prevent ―substantial and grievous economic injury to the operations of the College.‖  

Upon requesting a FMLA leave, you will be notified of your status as a key employee if there is any possibility that 

the College may deny reinstatement after the FMLA leave. 

 

 You may take intermittent leave or a reduced leave schedule when necessary to care for a seriously ill 

family member or because of your own serious health condition.  The College may temporarily transfer you to an 

available position with equivalent pay and benefits if it better accommodates recurring periods of leave, or to meet 

the requirements of the Americans with Disabilities Act.  Intermittent or reduced work schedule leave for birth or 

placement for adoption or foster care may be taken only with supervisory and Human Resources approval.  If the 

need for this leave is foreseeable, you are required to schedule this leave at a time that will be the least disruptive to 

your department’s operation. 

 

 

SICK LEAVE 

   

 In order to provide income protection for regular full-time employees, the College will grant sick leave on a 

graduated scale, depending upon length of employment.  

  

 In view of the fact that this policy is designed as income protection in the event of actual illness or 

disability, there is no provision for the accumulation of sick leave from one year to the next.  Rather, increased 

allowances for sick leave are scheduled on a graduated basis to reflect longevity of service.  In other words, the 

benefits increase with time whether previously used or not.    
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Details and Procedures  

  

 Sick leave allowances are credited July 1 for the current fiscal year.  The following allowances for 

continued salary are granted for full-time employees:  

  

                            Weeks of Sick  

Year of Service Leave Allotted           Compensation  

      1                            2                        Full  

      2                            4                        Full  

      3                           8                        Full  

      4                           12                        Full  

      5                           16              Full, 3/4 at week #14  

      6                           20              Full, 3/4 at week #14  

      7                           24              Full, 3/4 at week #14  

      8                           26              Full, 3/4 at week #14  

  

 New employees beginning employment after July 1 and before December 31 will be credited sick leave 

allowances on a pro-rata basis for their first fiscal year of employment.  Employees beginning employment after 

December 31 are eligible for the first year's allowance of sick leave only during the next fiscal year.  

   

 Regular part-time employees are eligible for sick leave, earned on a pro-rata basis.  

  

 Temporary and part-time employees are ineligible for sick leave.  

  

 There will be no payment for unused sick leave upon resignation or termination of service.  

  

 In addition to personal illness, sick leave may be used for purposes of medical and dental appointments that 

cannot be scheduled during non-working hours.  

 

 Employees who have used all their sick leave eligibility for the fiscal year may charge absences due to 

sickness to vacation or they may be taken as excused absences without pay.  

  

 Employees may be required to furnish satisfactory proof of illness, injury, or doctor appointments.  

  

 Absences charged to sick leave are reported on a time card or attendance record by non-exempt staff.  

  

 If illness occurs which prevents an employee from reporting to work, the employee must notify his or her 

supervisor or an alternate designated by the supervisor.  This must be done as far in advance as possible, but in no 

case later than one hour after the time the employee ordinarily reports to work.  

  

 Sick leave allowances will not be credited to an employee's record until that employee has actually worked 

one day during that fiscal year.  A doctor's confirmation that the employee is able to return to work may be required.  

If an employee is on sick leave on July 1, his or her accumulated and unused sick leave allowances from the prior 

fiscal year shall be used up to his or her reporting to work during the new fiscal year. 

 

 

FAMILY SICK LEAVE 

 

 Up to three days of absence in any fiscal year may be charged to a staff member’s accrued sick leave 

allowance when the illness of someone in the staff member’s immediate family or household, who is regularly 

dependent on his/her care, requires the staff member’s absence from work. 

 

 Immediate family for this policy is defined as spouse, children, and parents. 
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 Family illness may be used for purposes of medical and dental appointments that cannot be scheduled 

during non-working hours. 

 

 Employees may be required to furnish satisfactory proof of illness, injury, or doctor appointments. 

 

 

MATERNITY LEAVE 

   

 Maternity leave is treated as sick leave.  Paid sick leave, to the extent that it has been earned, is granted for 

absences due to pregnancy and childbirth.  The extent of the allowed absence will be based on medical reasons.  The 

employee may work until such time as specified by the doctor in charge and may return to work upon confirmation 

by the doctor in charge.  Persons wishing to take unpaid leave to care for the employee’s child after birth should 

refer to the Family and Medical Leave Policy.  

  

  

FUNERAL LEAVE 

   

 In the event of death in the immediate family, the employee is granted a maximum of three working days 

without loss of pay for funerals and other necessary arrangements.  

  

 Immediate family includes parents, spouse, children, brother, sister, father-in-law, mother-in-law, brother-

in-law, sister-in-law, son-in-law, daughter-in-law, grandparents, grandchildren, and related persons living in the 

employee's immediate household.  

  

 If an employee finds it necessary to attend the funeral of a member of their immediate family while on 

vacation, such time off may be charged to funeral leave instead of vacation time.  

  

 If an employee attends a funeral for a person other than a member of their immediate family, that absence 

will be without pay or charged against the employee's vacation balance or personal day.  Approval must be given by 

the employee's supervisor prior to the absence.  

 

  

JURY DUTY AND COURT SUBPOENAS 

 

 If an employee is summoned to jury duty or subpoenaed to appear in court, except as a defendant in a 

criminal case, paid leave will be granted for the term of jury duty or court appearance for all scheduled work hours 

missed for this reason.   

  

 The employee must give a copy of the court summons to the employee’s supervisor in advance of the jury 

duty assignment or court appearance.  The employee must obtain a statement from the court clerk indicating the time 

served on jury duty.  Mileage and per diem reimbursements paid by the court will not be deducted from the 

individual’s College salary.  

  

 If the employee is excused from jury duty or the court appearance, it is expected that he/she report back to 

work as soon as possible.  

   

MILITARY LEAVE 

 

 Military leaves of absence will be granted without pay for all full-time and regular part-time faculty and 

staff, with subsequent reinstatement to employment as guaranteed under existing federal laws. 

 

Sick Leave: 

 Credit for military leave of absence will be given when computing length of service for sick leave benefits. 
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Vacation: 

 Credit for military leave of absence will be given when computing length of service for vacation benefits. 

 

 Employees on military leave of absence may use vacation leave to the extent that it has been earned, 

although this is not required to be used by the employee. 

 

Health Insurance: 

 Active reservists are eligible immediately for CHAMPUS and dependents are eligible after 31 days, so the 

College’s health insurance would not be needed by the active reservist while on military leave. 

 

 If the dependent wishes to stay with the group, they would qualify under COBRA regulations, paying the 

entire premium, with the College’s group health insurance carrier being the primary carrier and CHAMPUS being 

the secondary carrier. 

 

 Once the person returns to active employment, that person is immediately eligible to return to group health 

coverage, with all waiting periods waived. 

 

Life Insurance: 

 The active reservist is eligible to remain in the group life insurance plan.  However, acts of war are not 

covered (see policy for complete details). 

 

Tuition Remission: 

 The spouse or dependent of a full-time or regular part-time employee who is on active military leave 

continues to remain eligible for the tuition remission benefits as outlined in the Faculty and Staff Handbook. 

 

 

PROFESSIONAL WORKSHOPS AND CONFERENCES 

  

 Leave with pay may be granted to personnel to attend workshops and conferences in line with their duties, 

to the extent that the budget and staffing permits, and with the prior approval of the immediate supervisor.  

  

 

HOLIDAYS 

 

 Lynchburg College grants paid holidays to all regular and full-time staff employees, provided that the 

employee works or is covered by authorized leave on the workdays immediately preceding and following the paid 

holiday.  A specific calendar will be published each year on or about June 1 for the subsequent year.  The normal  

holidays are listed below:  

  

                    Christmas/New Years Day  

                    Memorial Day  

                    Independence Day (July 4)  

                    Thanksgiving/Friday following Thanksgiving  

   

 It is necessary for some offices or areas to maintain partial coverage on those dates when school is in 

session.  If it is necessary for the employee to work on a paid holiday, the employee's supervisor will schedule an 

alternate time.  

  

 Employees classified as regular part-time employees, who are working more than 1,000 hours per year, are 

entitled to those paid holidays which occur on days in the employee's normal work schedule.  Payment will be made 

only for the number of hours regularly scheduled to be worked on that day. 

 

 Part-time employees are eligible for 3 holidays:  Thanksgiving, Christmas, and New Years Day.  
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 Temporary employees are not included in this benefit policy. Time off to observe special religious holidays 

may be permitted by an employee's supervisor; however, the time must be charged to vacation earned or to excused 

absence without pay.  

  

 If a paid holiday occurs while an employee is using accumulated sick leave or vacation, the employee 

receives straight time holiday pay, and this day is not charged to sick leave or vacation.  

  

 When a holiday falls on a normal day off for those employees who work a non-standard schedule, 

equivalent time off may be granted on another day.   

 

  

PERSONAL DAYS 

 

 All full-time employees are eligible for two personal days per year.  Regular part-time employees are 

eligible for two personal days per year, on a pro-rata basis.  Part-time and temporary employees are not included in 

this benefit policy. 

 

 Personal days are intended for purposes such as the following examples: to attend a funeral of an individual 

not in the immediate family, an extension of personal sick leave, family sick leave, or funeral leave, FMLA covered 

events, or to conduct personal business such as real estate transactions, court appearances (other than jury duty) or as 

a witness, or for religious observances or family responsibilities. 

 Supervisory approval of requests for personal days is required.  A request for using a personal day should 

be submitted by the employee as far in advance as possible.  When planning personal days, an employee should 

consult with his or her supervisor and make a reasonable effort to schedule the day so as not to disrupt the 

department’s operations.    

 

Essential personnel will be allowed to use only pre-approved personal days on days when the Hazardous 

Weather Policy is in effect. 

 

 Personal days will be credited July 1 for the current fiscal year.  New full-time and regular part-time 

employees are granted personal days on a pro-rata basis for their first fiscal year of employment. 

 

 Personal days cannot be accumulated from year to year.  There will be no payment for unused personal days 

upon resignation or termination of service. 

 

 

ATTENDANCE REPORT FORMS 

   

Personnel Exempt under Federal Wage and Hour Regulations  

  

 Exempt personnel are not required to submit periodic attendance records for payroll reporting purposes but 

must report absences due to sickness and vacations.  

  

Personnel Non-Exempt under Federal Wage and Hour Regulations  

  

 Non-exempt personnel must submit biweekly attendance reports, approved by the supervisor.  

  

 

MEDICAL INSURANCE 

 

 Our health insurance coverage program consists of hospitalization, surgical, and basic health insurance 

coverage, which affords broad protection against expensive health-care costs.  

 

  Coverage is available for one adult individual, one adult individual and one minor child, one adult  



Staff Handbook of Personnel Policies and Procedures 50    Revised March, 2009 

  

individual and one spouse, and a family (one adult and more than one child, or one adult, one spouse and one child), 

with the College and the employee share in the premium, regardless of the coverage.  

  

 This plan is offered to all full-time and regular part-time employees who work at least 1,000 hours per year.  

Temporary and part-time employees are ineligible for participation.  

  

 To obtain this coverage, the eligible employee must apply in writing to the Human Resources Office.  The 

employee's share of the premiums will be deducted from his or her paycheck.  Premiums for coverage are deducted 

in advance of the period of coverage.  Detailed information on our current medical insurance coverage and related 

costs is provided to all participants.   

 

 Changes can be made during open enrollment or within 30 days from a life changing event (i.e. marriage, 

divorce, birth of a child, spouse changing jobs, etc.). 

  

 Upon retirement, an individual may elect to continue to remain on group health coverage.  Arrangements 

must be made with the Human Resources Office prior to the effective date of retirement.  The retiree must pay the 

entire amount of the monthly premium in advance of the period of coverage by personal check or bank draft.  The 

College does not contribute to the retired employee's premium.  

  

 Employees absent without pay from work due to health reasons may continue to remain on the group health 

program up to a maximum length of time of one year.  Group health insurance benefits are continued if the following 

conditions are met:  

 

 1.  Arrangements are made with the Human Resources Office prior to the effective date of the absence.  

  

2.  The employee continues to pay the employee's share of monthly premiums in advance of the period of  

     coverage by personal check.  

  

 Upon termination of employment, individuals are offered continuance with group health coverage for a 

period of 18 months as outlined under the provisions of the COBRA Act of 1986.  Employee participation is 

contingent upon payment in advance of the total premium due plus an administrative fee.   

  

 Employees who become totally disabled, according to the provisions of our disability insurance plan, may 

continue to remain on group health coverage.  This continuance is contingent upon payment in advance of the 

employee's share of the premium due prior to the period of coverage.  

  

 Upon the attainment of age 65, employees who are totally disabled will be treated as retired for health 

insurance purposes and will be eligible to remain on group health coverage under the conditions stated above. 

 

 

FLEXIBLE BENEFITS PLAN 

 

 The benefits being offered in this plan allows you to pay for uninsured health-related expenses and 

dependent care expenses with pretax dollars.  These expenses are generally ones you already are paying for with 

money that first was subject to federal, state and social security taxes.  Under this benefits plan, these expenses will 

be paid with pretax dollars.  This will result in reducing your taxable income and resulting in less taxes withheld, and 

you have more spendable money. 

 

 You can elect to receive your entire compensation in cash, or you can use a portion to pay for the following 

benefits: 

 

 a. Premium Conversion Plan 

 b. Medical Reimbursement Plan 

 c. Dependent Care Account Plan 
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 Further information is outlined in the Summary Plan Description which is provided to all eligible 

employees. 

 

LIFE INSURANCE 

  

 Employees classified as full-time or regular part-time are eligible for term life insurance while employed at 

Lynchburg College, effective the first day of the first month following the date of employment.  This insurance will 

cease on the date of the employee’s retirement or termination, whichever is earlier.  

  

 Further details are explained in the group insurance plan benefit certificate provided to each participant.  

 

Accidental Death and Dismemberment Insurance 

  

 Employees eligible for participation in the College's life insurance benefit are also eligible for Accidental 

Death and Dismemberment Insurance.  

  

 Further details are explained in the group insurance plan benefit certificate provided to each participant. 

 

 Continuation Privileges While Absent Without Pay  

  

Employees absent without pay from work due to health reasons remain covered under the same provisions 

as active employees, for a maximum length of time of one year.   

 

Conversion Privileges Upon Termination of Employment 

  

 Upon termination of employment, individuals cease to be eligible for group life coverage.  However, the 

person is eligible to convert to an individual policy within a 31-day conversion period by applying to the insurance 

company.  The limits of coverage and the amount of the premium will be dependent on the plan selected, class of 

risk, and age on nearest birthday.  

  

 

DISABILITY INSURANCE 

  

 Full-time or regular part-time employees are immediately eligible for disability income protection.   

  

 Upon retirement or termination of employment, individuals will cease to be eligible for this disability 

insurance coverage.   Employees on official leave of absence without pay will continue to remain on group disability 

coverage up to a maximum length of time of one year.  

  

 Further details are outlined in the group total disability benefits certificate provided to each participant.  

  

 

DENTAL INSURANCE 

 

 Full-time or regular part-time employees are eligible for dental insurance coverage, as well as for family 

members.  Employees are responsible for paying the premiums.  Premiums are paid through payroll deduction 

through the Flexible Benefits Plan.  Further details are outlined in the dental enrollment materials which can be 

obtained in Human Resources. 

 

LONG TERM CARE INSURANCE 

 

 Lynchburg College's participates in a long-term care insurance program provided by John Hancock. The 

program is available to all full-time and regular part-time employees at a discounted rate.  Premiums are paid through 

payroll deduction.  Each individual applying for coverage must pass a medical screening and be between the ages of 

18 - 84. 
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WORKER'S COMPENSATION 

  

 Lynchburg College provides Worker’s Compensation Insurance to cover injuries that might occur while you 

are working on behalf of the College.  The following are several guidelines to follow in obtaining Worker’s 

Compensation Insurance: 

 

 1. Any job related injury that occurs should be reported to your supervisor immediately.  You should 

then complete an accident report and file this report with the Human Resources Office before the 

end of the next working day. 

 

 2. Lynchburg College has established a relationship with physicians in the City that you should seek 

treatment from other than emergencies: 

 

Non-emergencies 

Healthworks 

CVFP Immediate Care 

 

Emergencies: 

Lynchburg General Hospital.   

 

If there is a change of physicians, you will be notified. 

 

  

RETIREMENT PLAN 

 

 Employees classified as full-time or regular part-time are eligible to participate in the retirement plans 

available.  Contributions are vested immediately. 

 

 Plan contributions will be paid in accordance with the following schedule: 

 

PLAN CONTRIBUTIONS AS A PERCENT OF BASE SALARY 

 

  Employer Contribution  Employee Contribution 

              9%    6% 

 

 After attainment of age 26, you will receive 3% from the College regardless of whether you contribute or 

not. 

 

 Your contribution may be directed to the following retirement options: 

 

TIAA/CREF 

Fidelity Investments 

Pension Fund of the Christian Church 

 

 The College’s contribution may be directed to the following retirement options: 

 

TIAA/CREF 

Pension Fund of the Christian Church 
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 Additional employee contributions (above 6%) are available through all three of the College’s retirement 

options: 

 

TIAA/CREF 

(SRA) 

 

Fidelity Investments 

(TDA) 

 

Pension Fund of the Christian Church 

(TSA) 

 

 The College strongly urges all employees to participate in the retirement plan benefit. 

 

 Further details are outlined in the information provided by TIAA/CREF, Fidelity Investments, or the 

Pension Fund of the Christian Church.  This information is available in the Human Resources Office. 

 

 Further information is outlined in the Summary Plan Description which is provided to all eligible 

employees. 

 

 

BOOKSTORE PURCHASES 

  

 Employees who present their college ID at the time of purchase in the Lynchburg College Bookstore are 

entitled to receive a ten percent discount on eligible purchases (excluding, for example, textbooks, sale items, special 

orders, etc.). 

 

 Employees may open a College Account for use in the Bookstore, Westover Room, Brewed Awakenings in 

Schewel Hall, Stingers in Rainsford Townhouse, Post Office or Dining Hall.  Account applications are available in 

the Bookstore.  The account may be debit (declining balance) or payroll deducted as a charge account with a credit 

limit of $200.  Account activity can be viewed online at www.lynchburg.edu/staffonline.   

 

 Upon termination of employment, any balance remaining on the individual's bookstore charge account is 

deducted from the final paycheck issued.   Questions regarding accounts can be emailed to 

bookstore@lynchburg.edu. 

  

  

CREDIT UNION 

  

 All employees may participate in the Central Virginia Federal Credit Union or the KEMBA Federal Credit 

Union.  Payments to credit union accounts may be made through payroll deduction.   

   

 

MEALS AT THE COLLEGE 

  

 The College dining room is open seven days each week and serves three meals a day.  Exceptions to this 

schedule are observed during vacations, holidays, and summer months.  

  

 All employees are invited to eat with their families and friends in the dining room as frequently as they 

desire.  Meals are priced on a discounted basis for employees and their guests.  Children under twelve years of age in 

the company of their parents are charged one-half price.  

  

 An additional discount is provided to employees who pay for their meals using their LC Express (declining 

balance) account. 

  

http://www.lynchburg.edu/staffonline
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 Employees and their dependents are requested to present their College identification cards to the cashier 

when eating in the Dining Room.  

 

 

MEDICAL SERVICES 

 

 Employees who become ill on campus are eligible for emergency treatment by the Lynchburg College 

Emergency Medial Services (LCEMS) team.  However, the College cannot provide continuing medical care or 

psychiatric services for employees or their families.  

  

 LCEMS can be reached by calling the College switchboard or emergency number (5555) and requesting 

emergency care.  

                                  

                                  

NOTARY PUBLIC 

   

 The services of a notary public are available in the Business Office and Human Resources Office at no cost 

to the campus community.  

 

  

PARKING PERMITS 

 

 All employee vehicles must be registered with Security at the Campus Information Center, and all operators 

of such vehicles are subject to campus traffic regulations.  

  

 Employees must use those parking areas designated as faculty and staff parking.  

  

 Parking citations are issued to employees violating College parking policy, and fines are charged in 

accordance with the violation.  Unpaid parking fines may be deducted from an employee's payroll check.  

  

 A faculty or staff member who is requesting a special parking space due to personal injury or medical 

condition will make a request in writing to the Human Resources Office, indicating the reason for the request.  The 

faculty or staff member will submit a supporting written statement from his/her personal attending physician. 

 

 Human Resources will contact the College Safety and Security Office who will make a determination as to 

whether this request should be approved.  If a temporary or permanent special parking privilege is granted, the 

individual will receive a parking cone from College Security that may be used to reserve this parking space.  

Temporary special parking privileges will have a specific time limit for which they will be valid. 

 

 Questions and problems related to parking are handled by the Director of Campus Safety and Security. 

  

 

SOCIAL SECURITY 

  

  All eligible employees are required by federal law to participate in the F.I.C.A. (Social Security) protection 

plan.  Participating employees have a percentage of their salary deducted from their paycheck (annual salary not to 

exceed the taxable wage base) with the College contributing an equal amount.  

  

 Social Security contributions are deducted from the earnings of an employee who begins employment after 

the first of the calendar year without regard to the amount deducted at the previous place of employment.  A refund 

of excess deductions may be claimed by the employee on his/her tax return for that year.  

  

 Information regarding Social Security benefits and other aspects of the Social Security program is available 

from the local Social Security Administration Office.  
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TUITION REMISSION AND GRANTS 

 

 Lynchburg College has established a tuition remission policy in order to strengthen the professional 

partnership between each employee and the institution.  While this program allows for individual intellectual growth 

and development, it requires that clear benefit for the institution can be demonstrated.  In situations where work 

loads are unusually demanding for restricted periods of time, the administration retains the right and responsibility to 

defer participation in the tuition remission program if it is perceived that such participation would be detrimental to 

the effectiveness of our services to our students and broader communities.   

 

 Any employee wishing to take classes at Lynchburg College must first apply to the College through the 

Office of Enrollment Services.  Applicants must receive admission to the College before registration can take place.  

Employees may take classes either as degree seeking or non-degree seeking students.  All applications should be 

submitted in a timely manner in preparation for the beginning of the semester.  Please refer to the Admissions section 

of the College catalog and confirm the deadline dates for both degree-seeking and non-degree seeking students. 

 

Degree-Seeking Students 

 

 Those seeking a degree must submit an application, official transcripts from all colleges or universities 

previously attended.  Applicants who have completed less than 24 credit hours beyond high school will be asked to 

submit official high school transcripts as a part of the application.  The $30 application fee will be waived for 

employees. 

 

Non-Degree Seeking Students 

 

 Employees wishing to take a class for personal or professional development would apply to the College as a 

non-degree seeking applicant.  Official transcripts are required as a part of the application.  If the applicant is a 

faculty member or a staff member whose official transcripts are already on file at the College, additional transcripts 

will not be required.  All other applicants must submit official transcripts with the non-degree application.  

Applicants who have completed less than 24 credit hours beyond high school would be required to submit official 

high school transcripts as a part of the application.  The $30 application fee will be waived for employees. 

 

 Tuition remission is available to faculty and staff members, their spouses, and their dependents under the 

conditions stated below.  

  

Definitions and Conditions 

1. An applicant for tuition remission must meet admission standards for the College. 

 

2. A "full-time employee" is a faculty member who teaches normally twelve credit hours during each of 

two semesters or who performs equivalent duties or a staff member who is employed one thousand nine 

hundred and fifty hours or more a year.  

 

3. A "regular part-time employee" is a faculty member who teaches less than twelve credit hours during 

one or two semesters without performing equivalent duties or a staff member who is employed on a 

regular basis less than full-time, but works at least one thousand hours per year.  

a.  An "adjunct faculty member," who is hired to teach one or more courses per semester and is paid by 

the course, does not qualify as a "regular part-time employee."                  

b.  A "part-time employee," who works less than one thousand hours per year, does not qualify as a 

"regular part-time employee."  

c.  A "temporary employee," who is hired for a short period of time, does not qualify as a "regular part-

time employee."  

 

4. A "dependent" of a faculty or staff member is one who is so defined by the Internal Revenue Service.  

In the case of adoption or a child by a spouse's prior marriage, the faculty or staff member must claim 

the child on his or her federal income tax return in order for the child to qualify for tuition remission.  
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 5. A "credit hour" refers to a unit of academic credit, undergraduate or graduate, which is assigned to a 

course and awarded to a student upon the satisfactory completion of that course.  The term "credit 

hour" refers to all courses carrying academic credit offered by Lynchburg College, unless otherwise 

qualified (ex., "undergraduate credit hour").   

 

6. Tuition remission or grants for all categories of full-time students is available only after all applicable 

state and federal grants have been applied to the student's account.  Remaining tuition costs, after the 

application of state and federal grants, will be remitted up to the limits stated in sections below.  

 

7. Should an employee’s status change during a semester, it will not affect tuition remission benefits   

        until the start of the next semester. 

 

8.  Employees and their dependents are eligible to receive tuition remission benefit on the first day of      

        classes of the next semester following the date of employment. 

 

9.  In the event an employee should terminate employment with the College, the tuition remission  

        benefit will end, effective the last day of employment.  Tuition for the remainder of the semester   

        will be prorated, and he/she will be responsible for making payment arrangements with the                             

        Business Office prior to the last day of employment. 

 

Tuition Remission Registration Process 

 

 All individuals eligible for tuition remission (faculty, staff, dependents, spouses, or retirees) are required to 

submit a copy of their class schedule or a copy of their bill to the Human Resources Office for approval, 

who will then forward it to the Cashier’s Office.  Tuition remission application forms are required for 

employees taken classes during normal work hours, spouses and dependents, and must be obtained and 

processed through the Human Resources Office.  Employees and spouses may take undergraduate and 

graduate classes.  Dependents may only take undergraduate classes. 

 

Employees: 

 

1. A full-time employee may take up to eighteen credit hours on a tuition remission basis during a twelve 

month period beginning with the fall semester of each academic year.  Full-time employees shall be allowed 

to take up to 7 credits, in no more than 2 courses, during each of the fall and spring semesters, to 

accommodate 1 credit lab classes. 

 

2. A regular part-time employee who is employed between 1462 – 1949 hours per year may take up to ten 

credit hours on a tuition remission basis during a twelve month period beginning with the fall semester of 

each academic year.  No more than six credit hours will be taken in either the fall or spring semester.    

 

3. A regular part-time employee who is employed between 1000 – 1461 hours per year may take up to seven 

credit hours on a tuition remission basis during a twelve month period beginning with the fall semester of 

each academic year.  No more than six credit hours will be taken in either the fall or spring semester.  

 

4. Tuition remission shall be limited to taking classes during non-working hours.  In most cases, classes taken 

by employees will be during non-working hours; however, exceptions may be granted with dean, vice 

president, or president approval if the supervisor and the Director of Human Resources agree that the work 

will not suffer.  Preference for an exception request will be given to degree-seeking candidates who have 

attained Sophomore status if a required course in the selected discipline is not available after working hours.  

Electives do not qualify as a required course. 

 

 A class may be taken during an employee’s lunch time with supervisory approval as long as coverage is 

provided by the department in order that College services are not hampered. 
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 Time lost will be made up during the work week at a time when the supervisor agrees that the substitute 

work would be equal in time and value to the work that would have been done during the regular work time.  The 

granting of this privilege is to be looked upon as an exception and is not to be considered normal practice.  If a 

person is granted a leave of absence without pay to take a class, the normal working hours for that position may 

remain at the lower level up the completion of the leave of absence, and the position will be assessed for re-

classification. 

 

 Employees, spouses and dependents are admitted into a course on a space-available basis.  If a course 

becomes oversubscribed, preference normally will be given to the paying student. 

 

 Employees, spouses and dependents eligible for tuition remission may take classes, including study abroad, 

offered during the summer and winter terms.  Staff employees will not be eligible to take summer or winter term 

classes or study abroad trips during work hours, unless using earned vacation which has been approved by the 

department supervisor.  Employees, spouses and dependents participating in study abroad will be required to pay any 

additional program expenses beyond tuition. 

 

 Spouses of Employees: 

 

1. The spouse of a full-time employee may take a full academic load (up to seventeen credit hours during 

the fall and spring semesters and up to three credit hours during each three week summer term) on a 

tuition remission basis during a twelve month period beginning with the fall semester of each academic 

year.  A spouse who is a full-time student must apply through the Financial Aid Office for all available 

federal and state grants.  

 

 a.   The benefit is equal to a full tuition charge for the student, less the amount of any other ―across the 

board‖ financial aid, such as the Virginia Tuition Assistance Grant. 

 b.   An applicant of tuition remission must apply through the Financial Aid Office for all available 

federal and state grants. 

 c.  Application for tuition remission should be made on forms provided by the Human Resources 

Office, normally no later than June 1 for the following academic year. 

 d.   Tuition remission does not apply to special fees for music lessons, physical education courses, or 

other academic activities. 

 e. Benefits eligible from spouse’s employer must be applied first towards tuition. 

 

2. The spouse of a regular part-time employee may take up to nine credit hours during the fall and spring 

semesters and up to six credit hours total during the four three-week summer terms on a tuition 

remission basis (subject to the conditions stated in 1.a. through 1.e. above) during a twelve-month 

period beginning with the fall semester of each academic year.  

 

Dependents: 

  

1. A dependent (other than a spouse) of a full-time faculty or staff member is eligible for undergraduate 

tuition remission and may take up to one hundred and thirty-six undergraduate credit hours at 

Lynchburg College, subject to the following conditions:   

 

 a.  The benefit is equal to a full tuition charge for the student, less the amount of any other "across the 

board"  financial aid, such as the Virginia Tuition Assistance Grant.   

 b.  An applicant for tuition remission must apply through the Financial Aid Office for all available 

federal and state grants.  

 c.  Application for tuition remission should be made on forms provided by the Human Resources 

Office, normally no later than June 1 for the following academic year.  

 d.  Tuition remission does not apply to that part of the Medical Technology Program which is 

conducted at the hospital or to special fees for music lessons, physical education courses, or other 

academic activities. 
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 e.  Faculty and staff whose dependents are eligible for tuition remission benefits may apply those 

benefits to the tuition expenses for study abroad programs sponsored by Lynchburg College and for 

which Lynchburg College tuition is earned.  The participating dependents will be required to pay any 

additional program expenses.  The usual procedures for registering for the course(s) and gaining 

approval for the tuition remission benefit apply.  Faculty compensation is determined based on the 

revenue generated by tuition charges in each study abroad program.  Therefore, dependent student(s) 

participation in a study abroad program will not be used in the calculation for compensation.  

  

2. A dependent (other than a spouse) of a regular part-time employee is eligible for partial tuition 

remission, subject to the conditions stated in 1.a. through 1.e. above, and may take up to one hundred 

and thirty-six undergraduate credit hours on this basis.  After the amount of any federal, state, and 

institutional grants are subtracted from the dependent's charges, he or she will receive tuition remission 

for three-quarters of the remaining tuition charge if the employee works 1462 – 1949 hours per year, or 

for one-half of the remaining charge if the employee works 1000 – 1461 hours per year.  

  

Death, Disability, or Retirement of Employee 

  

1. In the case of death, disability, or retirement of a full-time employee who shall have been employed for 

five continuous years prior to that death, disability, or retirement, his or her spouse or other dependent 

may claim the benefit on the same basis as if the employee were still employed, except that the spouse 

or other dependent's study at Lynchburg College must be begun:  

 

a. Within five years after the death, disability, or retirement, in the case of a spouse.  

b. Within twenty-one years after the death, disability, or retirement, in the case of a dependent other 

than a spouse.  

  

2. A spouse or other dependent who claims the tuition remission retirement benefit in a situation in which 

the employee is deceased, disabled, or retired shall qualify for tuition remission for only five 

consecutive years after beginning to use the benefit.  

  

3. In the case of death, disability, or retirement, the term "other dependent" used in 1. shall refer only to a 

child or children born, conceived, or adopted of or by the employee or his or her spouse prior to the 

employee's death, disability, or retirement.  

 

4. In the case of death, disability, or retirement of a regular part-time employee who shall have been 

employed for five consecutive years prior to that death, disability, or retirement, his or her spouse or 

other dependent may claim the benefit on the same basis as if the employee were still employed, 

subject to the conditions stated in 1-3 above.  

      

Tuition Grants for Faculty and Staff Dependents  

  

 For undergraduate work at other colleges and universities on the part of single, dependent children of full-

time faculty and staff members whose service at Lynchburg College began prior to September 1, 1975, and who have 

completed at least five years of continuous service at the College, tuition grants are available.  The amount available 

is applied only to actual tuition charges; it does not include room, board, laboratory fees, books, private lessons, 

athletic fees, parking or the like.  The dependent student must maintain good academic and disciplinary standing in 

an accredited institution.  

  

 The maximum amount of the grant each academic year will be limited to the lesser of the following:  1)  the 

amount of undergraduate academic tuition charged by the other college; or 2)  the tuition charge in effect at 

Lynchburg College when initial enrollment occurs, reduced by the amount of any across-the-board financial aid such 

as the Lynchburg Area Grant and the State Tuition Assistance Program.  All applicants must file for all available 

federal and state grant assistance with amounts of any awards to be deducted from the amount which otherwise 

should be paid by the College.  In addition, a financial aid form, obtainable from the Financial Aids Office, must be 

completed and submitted to the College Scholarship Service.  
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  Payments of tuition grants will be made directly to the institution.  Application forms are available in the 

Human Resources Office and should be completed and submitted on or before June 1 preceding the requested 

enrollment period.  The tuition grants will be used for not more than four years of undergraduate education.  

 

Death, Disability, or Retirement of Employee  

 

 In the case of death, disability, or retirement of the employee, the single, dependent child who meets all the 

requirements stated above shall qualify for a tuition grant according to the rules and procedures stated in 1-4 (Tuition 

Remission).  

 

 

LYNCHBURG COLLEGE TUITION EXCHANGE 

 

Based upon the approval of the Board of Trustees, Lynchburg College has entered into a partnership with 

Tuition Exchange, Inc. (TE) which provides a tuition exchange service for the dependents of full-time faculty and 

staff at their consistuent colleges and universities throughout the United States, the District of Columbia, and the 

United Kingdom.  TE is a non-profit 501c3 organization, based in Washington, D.C., whose membership includes 

over 500 private and public institutions as well as research and doctoral universities, liberal arts colleges and 

comprehensive institutions of higher education, and specialized schools.   

  

The tuition exchange program will be offered as a scholarship, not a fringe benefit, to dependents who are 

college age and are seeking educational opportunities and experiences at one of the TE member colleges or 

universities. Because the tuition exchange program awards are scholarships, Lynchburg College may elect to limit 

the number of tuition exchange scholarships it offers in order to maintain equity between the number of students it 

sends to other member colleges and the number of students accepted.  In compliance with the majority of TE 

member schools, Lynchburg College will provide only a basic award for undergraduate study based upon the 

Optional Scholarship Rate established by TE.  The tuition exchange program should serve to promote the 

recruitment and retention of capable faculty and staff.  

 

Formal membership with TE is initiated by the College's president or senior officer.  As noted above, 

because of the reciprocal arrangement between the participating colleges and universities, the number of students 

sent to other TE colleges and universities will be proportionate to the number of students received at Lynchburg 

College.  Toward this end, member institutions are required to appoint a TE Liaison Officer who administers the 

program and ensures an acceptable exchange balance.  Further, member colleges and universities are required to 

establish policies and guidelines governing eligibility for participation by employees and their families and establish 

a process to determine which candidates will be awarded scholarships.   

 

Eligible dependents of faculty and staff seeking placement at one of the TE colleges and universities will 

apply through the host institution’s normal admission procedures.  Application for a TE scholarship is initiated by 

the Liaison Officer at Lynchburg College to school(s) considering the candidate.  Host colleges and universities will 

determine the suitability of candidates. TE scholarships are competitive and are not automatically awarded, nor 

guaranteed.   

 

 

LYNCHBURG COLLEGE TUITION EXCHANGE EXPORT POLICY 

 

Lynchburg College (the "College") is a member of Tuition Exchange ("TE"), a national organization that 

administers multilateral tuition remission scholarships for employees of member colleges and universities.  This 

membership in TE is limited to three (3) years, in accordance with the Board of Trustees approved trial period.  This 

three (3) year period is defined as 2004-2005, 2005-2006 and 2006-2007.  During the Fall semester of the third trial 

year the Faculty Policies Committee will review the program to determine if the program should be recommended 

for permanent status. 
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Eligibility Requirements: 

 

The TE Program is offered to full-time faculty and staff at Lynchburg College for their dependent children.  

A dependent is as defined by the Internal Revenue Service and further clarified below. 

 

Employees must have completed at least three (3) uninterrupted years of full-time employment with the 

College as of September 1 of the current academic year and prior to submitting application for a dependent student 

to participate the following year.   

 

They must work 1,950 hours per year or carry a workload equivalent to 12 contact hours per semester and 

must maintain this uninterrupted full-time status for the full duration of the tuition exchange period.  If there is a 

change in the full-time status or termination of employment that occurs prior to the start of the academic year, then 

the scholarship is no longer available.  If the event occurs during the academic year, then the scholarship would 

continue through the end of the academic year.   

 

Dependent children of faculty members participating in the PART program will be eligible. 

 

In the case of death, disability, or retirement of the employee, the dependent may remain eligible for the full 

duration of the TE period. 

 

Dependent Eligibility Requirements 

 

A dependent is defined as: 

   

 Son or daughter    

 Stepchild       

 Legally adopted child 

            

A stepchild of divorced spouse that is no longer a dependent for tax purposes is not considered a dependent 

for this policy.        

 

A spouse is not considered a dependent for this policy. 

 

The dependent child must satisfy the dependent eligibility requirement for the three year period prior to 

application submission.  Employees may be asked to provide supporting documentation of dependent status. 

 

Dependent children must be under age twenty-four (24) as of September 1 of the academic year to maintain 

eligibility for the TE program. 

 

The employee must file a Lynchburg College Tuition Exchange Program (LCTE) Application Form with 

Human Resources by October 15.  Late applications will not be accepted. 

 

Dependent children will be selected from the applicant group each academic year as candidates eligible to 

pursue TE scholarships, based on the selection procedures described below.  Candidate decisions will be made 

following review of the applications received by the deadline.   

 

All eligible applicants will be notified of their candidate status no later than November 15. 

 

Once a TE scholarship has been awarded, it shall be the responsibility of the employee to annually re-certify 

the dependent to continue his or her education under TE.   Lynchburg College employees must contact the 

Lynchburg College Tuition Exchange Officer to confirm certification for continuing students no later than January 

5 prior to the next academic year.  Failure to obtain re-certification could result in the loss of the TE scholarship.  
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This policy does not preclude a TE scholar from transferring from one host institution to another host 

institution, under the condition that the new host institution agrees to award a TE scholarship to the TE scholar.   

 

Selection Procedures 

 

1. If the number of applicants for tuition exchange is equal to the number of TE scholarships available, 

each applicant will be given the opportunity to apply for a TE scholarship. 

 

2. If the number of applicants exceeds the number of TE scholarships, candidates will be selected on the 

following priority ranking: 

 First priority will be given to dependent students who are already enrolled in a member 

institution and who are holding a TE scholarship.  The student must also be in good academic 

standing (at least 2.0 on a 4.0 scale.) 

 

 Second priority will be given to dependent students who are already enrolled in a member 

institution and who are holding a Lynchburg College tuition grant. 

 

 Third priority will be given to dependent students who have been accepted in a member 

institution and who are eligible for a Lynchburg College tuition grant. 

 

 Fourth priority will be given to applicants based upon employment seniority of the parent.  

Seniority is based on years of uninterrupted full-time service at Lynchburg College.  

Sabbaticals are counted as years of full-time service.  Seniority for Lynchburg College retirees 

will be calculated based on the years of full-time service prior to retirement. 

 

 Fifth priority will be determined by financial need (FAFSA) among applicants whose parents 

have the same years of seniority. 

 

 Last priority will be given to applicants with siblings who have already received a TE 

scholarship for two years. 

 

3. Applicants who are not selected for a TE scholarship will be placed on a waiting list as alternates for 

the upcoming academic year in accordance with the priority ranking.  The TE Liaison Officer will 

notify applicants on the waiting list  if a candidate opening becomes available 

 

4. If a student chooses not to use the TE scholarship in the year he or she receives a slot, the slot will not 

be held for that student.  The parent will have to reapply for a slot in a subsequent year. 

 

5. In the event that a TE recipient chooses to attend a non-TE institution or otherwise forfeits the right to 

receive a TE scholarship, alternates will be reconsidered for any available slots.  It is the responsibility 

of the TE recipient to notify Human Resources in writing immediately when they have decided to 

forfeit the right to receive a TE scholarship. 

 

6. If a TE recipient takes a leave of absence or withdraws from school, the student is responsible for 

notifying the TE Liaison Officer at both Lynchburg College and the host institution immediately. 

 

7. Alternates who are not selected may reapply for a TE scholarship for the following academic year in 

accordance with the priority ranking. 

 

8. There is a maximum of eight semester units (4 years) eligibility granted to a tuition exchange recipient. 

 

Eligibility to apply for a TE scholarship is determined by Lynchburg College.  However, TE scholarships are 

granted by the host institution.  Lynchburg College cannot guarantee that any applicant, no matter how well 
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qualified, will receive a TE scholarship from the host institution which may choose to restrict its imports if their 

number exceeds exports or for other reasons. 

 

Duration and Coverage: 

 

 Because the College must balance the number of TE students it "exports" to other member colleges with 

those it "imports" or enrolls at the College, the number of export scholarships made available by the College will be 

limited to a total of 16 semester units (i.e. the equivalent of two 4-year scholarships) during the first year of 

membership.  The maximum limit the second and third years of membership will not exceed 24 semester units (i.e. 

the equivalent of three 4-year scholarships in each of the second and third years of membership).  Duration of TE 

scholarships also depends upon the status of the export/import record of the College.  Generally, eligible student 

recipients are awarded 8 semester units each to cover a four-year scholarship period if they enroll as freshmen.  

Fewer semester units may be awarded as required to complete the baccalaureate degree if the eligible student enters 

the TE program as a transfer.  A completed application is to be made available to the TE Liaison Officer prior to 

October 15
th

 of the academic year for which the TE scholarship is being applied.  If semester units remain after that 

date then priority will be given to applicants based upon length of service for applications received after October 

15
th

. 

 

 Students renewing their TE scholarships must be re-certified annually by the College TE Liaison Officer, in 

accordance with the TE program regulations.  A written notification that the student wishes to continue to receive the 

scholarship must be provided to the College TE Liaison Officer by January 5
th

 prior to the academic year being 

certified.  New TE export students must meet admissions criteria and renewing TE export students must maintain 

required academic and behavioral standards of the host college.  The College does not cover graduate study, 

intersession courses, summer school and study-abroad semesters as export scholarships. 

 

Scholarship Value: 

 

 The host college determines the value of the TE scholarship it awards and how the scholarship will be 

―packaged,‖ records this on the Application/Certification Form and returns a copy to the Lynchburg College TE 

Liaison Officer and to the student who has applied for the scholarship.  It usually covers tuition charges but not 

room, board, course overloads and other fees.  Higher tuition colleges may elect (but are not required) to limit its 

award to the "Optional Scholarship Rate" established each year by the TE Board of Directors.  Before accepting a 

TE scholarship, the student should clearly understand what costs he/she will be responsible for. 

 

Application Process: 

 

It is the responsibility of the TE scholarship candidate to do the following: 

 

1. Apply for admission to the college he/she wishes to attend, 

2. Complete the Financial Aid Form if required by that college or desired by the student, 

3. Submit the Preliminary Application for a TE scholarship to the College TE Liaison Officer: 

 

Director of Human Resources 

Lynchburg College 

1501 Lakeside Drive 

Lynchburg, VA 24501 

(434) 544-8413 

 

 

TUITION EXCHANGE – CIC-TEP 

 

The CIC Tuition Exchange Program (CIC-TEP) is a network of CIC colleges and universities willing to accept, 

tuition-free, students from families of full-time employees of other CIC-TEP institutions. Each participating 

institution in the network agrees to import a limited number of students on the same admission basis as they accept 
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all other students, without regard to the number of students it exports.  The coordination of the CIC-TEP is handled 

in the Human Resources Office.  

 

 

OFF-CAMPUS EDUCATION PROGRAM 

  

 Lynchburg College recognizes the educational needs of their employees by providing courses on-campus to 

those who desire to take advantage of the opportunity, as outlined in the tuition remission policy.  There are, 

however, certain instances when an employee may not be able to use this benefit, for various reasons:  

  

 1. The employee's high school curriculum did not provide the educational background in preparation for 

certain desired courses at Lynchburg College.  

  

 2 The employee's immediate educational need related to their current job is not available at Lynchburg 

College.  

  

 3. The employee's long-range goals in career enrichment, which may not necessarily be in the same job 

they are presently working, are not met by courses offered at Lynchburg College.  

  

 4. The employee may not have completed education on the high school level, or even the elementary 

school level.  

  

 In recognition of these needs, Lynchburg College will support those employees who wish to improve 

themselves under the provisions of the Off-Campus Education Program.  This program offers individuals the 

opportunity to attend other local educational institutions offering classes which meet an individual’s particular need, 

which cannot be met under the College Tuition Remission benefit.  An Off-Campus Education form may be obtained 

from the Human Resources Office.  Proof of grade, and receipts for amounts paid by the employee must accompany 

the completed form. 

 

 Available local classes include:  

  

CVCC:  

 

 The courses offered at Central Virginia Community College place principal emphasis on occupational-

technical education.  General admission requirements specify a high school diploma, or the equivalent.  A copy of 

the evening schedule of classes, which indicates the areas in which they are able to provide instruction for adult 

students, can be obtained in the Human Resources Office or directly from the Admissions office at CVCC.  

 

Lynchburg City Schools:  

 

 Lynchburg City Schools sponsors adult education classes for anyone who would like to reach the goal of 

obtaining high school equivalency by successfully passing the G.E.D. test.  They operate a full time Adult Learning 

Center.  Classes are set on the individual concept, with students working at their own pace.  There is no charge for 

taking these classes.  There is a fee for taking the G.E.D. test.  

  

 In addition, they offer many adult education courses with the emphasis on occupational-technical education.  

A copy of the first semester adult education schedule can be obtained by contacting the Adult Learning Center. 

  

Conditions of Participation:  

  

 Participation would be subject to the following conditions:  

  

 1.  Only employees eligible according to the tuition remission policy would be eligible for this program.  

  

 2.  Courses selected must be courses not available at Lynchburg College.  
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  3.  Courses selected must be either:  

 

  a.   Job related  

  b.  Career enrichment  

  c.  Prerequisite for desired Lynchburg College class.  

  

 4.  Employees would be eligible for reimbursement for tuition only for up to 6 credits per quarter, upon 

proof of successful completion of the course by a ―C" or better grade.  The cost for the G.E.D. test would be 

reimbursed upon proof of successful completion.  

   

 5.  The employee should initiate an application, endorsed by his supervisor, and approved by Human 

Resources prior to attending classes.  

  

 6.  Local public school system adult education courses would fall under the same regulations as CVCC 

classes and would be reimbursable as indicated in the above eligibility requirements.  

  

 

UNIFORMS 

  

 In certain work assignments, uniforms are required by the College.  If uniforms are required, the supervisor 

makes the necessary arrangements for employees to be issued uniforms.  The cost of the uniforms is paid by the 

College, and uniforms remain the property of the College.  

  

 Uniforms are to be worn to work in a clean and neat condition. They must be buttoned and properly worn.  

  

 Upon termination of employment, the individual is required to return all issued uniforms to the supervisor 

on or before the last day of employment.  

  

 

PROGRAMS AND EVENTS 

  

 Students, faculty, staff, and members of their immediate families are welcome to attend Fine Arts programs, 

lectures, and athletic events sponsored by the College.  These events are offered either at a discounted rate or free of 

charge. 

   

 The Theater, the Fine Arts Committee, and the Lectures Committee assess a nominal reservation fee of all 

patrons, but tickets are held only until fifteen minutes before curtain time, after which any remaining tickets are 

offered the above groups without payment of a reservation fee.  

  

 Employees and their dependents are requested to present their College identification cards for admittance.  

 

 

USE OF FACILITIES 

                                  

               All employees of the College and their immediate families are allowed to use the College facilities during 

the usual hours, providing this use does not conflict with other regularly scheduled program use.  This includes 

facilities such as the library, tennis courts, and fitness center.  

  

 Employees and their dependents are requested to present their College identification cards for admittance to 

these facilities.  Employees and their dependents must sign a waiver and release before being permitted to use the 

College athletic facilities.   

  

 To check availability of these facilities, information can be obtained from the Library, or Turner Gym for 

the tennis courts or gymnasium.  
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RETIREMENT OF STAFF 

  

 Retirement.  A faculty or staff member who is at least 55 years of age and his or her creditable service and 

age total 70 or more may retire with Lynchburg College. 

 

 Normal Retirement.  Although there is no mandatory retirement age, the College regards the normal 

retirement age for faculty and staff as the full retirement age as defined by the Social Security Administration.  

 

 

PRIVILEGES OF RETIRED STAFF 

 

1. Health insurance continuation.  Lynchburg College currently offers health insurance continuation to its retirees.  

Its ability is dependent upon the health insurance carrier making this choice available for the College.  Upon 

retirement an individual may elect to continue to remain on group health coverage.   Retirees and their spouses 

may enroll in a Carveout program available through the Lynchburg College health insurance group, which 

coordinates coverage with Medicare coverage.   

 Arrangements must be made with the Human Resources Office prior to the effective date of retirement.  The 

retiree must pay the entire amount of the monthly premium, payable in advance by personal check or by bank 

draft.  The College does not contribute to the retired employee's premium.  

2.    Admission to campus events  

3.    Dining Room privileges  

4.    Bookstore discount  

5.    Tuition remission   

6.    Tuition remission for dependent children at Lynchburg College 

7.    Tuition grants, if eligible, for dependent children   

8.    Lynchburg College identification card for library services 

9.    College Faculty/Staff parking sticker for parking privileges  

 

 

DISMISSAL PROCESS 

  

 The Staff Handbook of Personnel Policies and Procedures contains information that informs the employees 

of their responsibilities to the College, the College’s responsibilities to the employees, and due process rights that are 

available.   

 

The College has implemented rules of personal conduct that the College expects its employees to follow.   

These rules are outlined in the Personal Conduct section. The implementation of rules of conduct is not meant to 

restrict the rights of anyone, but rather to protect the rights of each employee and to ensure comparability of 

treatment.  Supervisors and directors have the responsibility to counsel employees about unsatisfactory work 

performance or infractions of College rules.  Employees who violate these rules and regulations will be subject to 

disciplinary action that includes, but is not limited to a verbal warning, a written warning, a three-day suspension, or 

discharge.   

 

A grievance procedure is available for resolving personnel problems involving appointment, promotion, 

salary adjustments, termination, or any matter involving working conditions.  The procedure is outlined in the Staff 

Grievance Procedure section. 

 

While the College does not intend to be arbitrary or capricious in taking personnel actions, an employee can 

be discharged by the College at any time, for any reason, with or without cause, and with or without advance notice.  

Unless employee misconduct is involved in the discharge, the College will make an effort to give two weeks notice 

to employees who are terminated. 
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ANNUAL FUND 

 

 The Annual Fund, conducted by the Development Office, is the yearly campaign to secure gifts and grants 

to the college.  Faculty and staff, as well as alumni and friends, are approached each year on behalf of the Annual 

Fund.  

  

 Gifts to the College may be handled through payroll deduction.  

 

  

CASHIER'S OFFICE 

 

 The Cashier's Office, located on the 4th Floor of Hall Campus Center, provides limited personal check 

cashing services for employees and students.  Proper identification must be presented.  There is a limit of $100 and 

$2 fee per check cashed.  (A fee will not be charged if you are making a payment on account on deposit to your 

Lynchburg College Express Account.) 

  

 Normal hours are Monday through Friday as posted.  

  

 Checks returned to the College for any reason will be subject to a $20 service charge and future check 

cashing privileges will be restricted.  

 

  

COMMUNICATIONS 

 

 The College makes special efforts to communicate with all employees through the use of special memos, 

notices, publications, newsletters, e-mails and bulletin boards.  

  

  

STAFF MEETINGS 

  

 Periodically, staff or departmental meetings are held and all employees involved are expected to attend.  

  

 

CONFLICT OF INTEREST 

  

 While external activities benefit the College and are generally encouraged, in some circumstances such 

activities give rise to conflicts of interest or commitment.  Staff should use good judgment, professional commitment 

and ethics to protect themselves and the College from potential conflicts.  Administrators and supervisors should 

make employees aware of this policy and create, by example, an atmosphere consistent with the College’s missions.  

Conflicts of interest occur when faculty and staff are in a position to influence a decision on policy or purchases 

where they might directly or indirectly receive financial benefit or give improper advantage to associates. 

 
Statement of Principles 

 
All staff should make the fulfillment of their responsibilities to the College the focal point of their 

professional activities.  Staff should only become involved in the activities that do not interfere with their 

responsibilities to the College, unless these activities are disclosed.  

The purpose of this policy is to offer overall guidelines and not a list of particulars, for arranging outside activities 

and to provide a mechanism for resolving potential conflicts of interest. 
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Guidelines 

 
 The following guidelines are not inclusive and are not without exceptions.  They provide examples of 

potential conflicts and processes for resolving them. 

 

Staff in a position to influence a College business decision for which they might receive material benefit 

should disclose the nature of the conflict to others involved in the decision.  Whenever possible, those with potential 

conflicts should remove themselves from involvement in the decision.  If the individuals should continue to 

participate in the decision process, discussion with supervisors and documentation of the potential conflict should be 

presented to the appropriate dean or department head. 

Before contemplating outside employment or consulting activities, staff should disclose to the appropriate dean or 

department head potential conflicts of commitment or interest.  

Procedures for Resolving Potential Conflicts 

 
 The first and most important line of defense against conflicts of interest must be staff members themselves.  

The College strongly encourages faculty and staff disclose to the appropriate dean or department head their outside 

commitments on a regular basis (e.g., during annual departmental reviews, evaluations, or whenever those 

commitments undergo significant change).  

 

Summary 

 
 The College actively encourages an open academic environment where teaching, conducting research and 

disseminating knowledge are the principal goals of the institution.  To further these missions, the College has relied 

and shall continue to rely on the good judgment, professional commitment and moral ethics of the staff to protect 

themselves and the College from conflicts of interest.  

 

 

WHISTLEBLOWER PROTECTION POLICY 

 

A whistleblower, as defined by this policy, is an employee of Lynchburg College who reports an activity of 

an employee or agent of the College that he/she considers to be illegal or dishonest. The whistleblower is not 

responsible for investigating the activity or for determining fault or corrective measures. Appropriate management 

officials are charged with these responsibilities.  

 

Examples of illegal or dishonest activities are violations of federal, state or local laws; billing for services 

not performed or for goods not delivered; fraudulent financial reporting; forgery, and other related illegal acts.  

Illegal acts that are covered by specific policies such as human rights violations should be addressed through the 

policy written for that specific purpose. 

 

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity by an employee or 

agent of the College, the employee shall contact the Vice President for Business and Finance. The employee must 

exercise sound judgment to avoid baseless allegations. An employee who intentionally or recklessly files a false 

report of wrongdoing is not a whistleblower and is subject to discipline up to and including termination.  

 

Whistleblower protections are provided in two important areas -- confidentiality and against retaliation. 

Insofar as possible, the confidentiality of the whistleblower is maintained. However, identity may have to be 

disclosed to conduct a thorough investigation, to comply with the law and to provide accused individuals their legal 

rights of defense. Lynchburg College will not retaliate against a whistleblower. Any whistleblower who believes 

he/she is being retaliated against must contact the Vice President for Business and Finance immediately. 

 

The Vice President for Business and Finance is responsible for investigating claims and coordinating 

corrective action.  Employees with any questions regarding this policy should contact the Vice President for Business 

and Finance. In the event the Vice President for Business and Finance is suspected to be involved in any illegal or 



Staff Handbook of Personnel Policies and Procedures 68    Revised March, 2009 

  

dishonest act or to have not taken appropriate action to investigate or take appropriate corrective action, employees 

must contact the President of the College. 

 

The Board of Trustee’s Budget and Finance Committee chair, Audit Committee chair or the chair of the 

Board of Trustees should be contacted in the event the suspected illegal or dishonest act involves the College 

President. 

 

 

FIRE SAFETY 

  

  Every employee has the personal responsibility to protect the College from damage by fire.  Learn the 

location of alarm boxes and fire extinguishers and how they operate.  Learn the building fire evacuation plan.  

  

 Fire and disaster drills are conducted at regular intervals.  

 

 

IDENTIFICATION CARDS 

  

 All employees are required to have a Lynchburg College Identification Card.  This card is useful for general 

identification purposes in the community, and is required to be used when checking out books in the Lynchburg 

College Library, and for obtaining the employee discount in the Dining Room and Bookstore.  

  

 Employees wishing to obtain identification cards should go to the Campus Information Center, which will 

also issue replacement cards for current employees if their original cards are lost, damaged, or illegible. 

 

 Identification cards for family members of full-time or regular part-time employees may also be obtained by 

filling out a form in the Human Resources Office.  Family members may use many of the services available at the 

College with possession of this card.  

  

 When an employee terminates employment with Lynchburg College, the identification card must be 

surrendered to the Human Resources Office.  

 

   

PERSONAL BELONGINGS 

  

 It is the responsibility of employees to insure that their personal belongings are secured while on College 

property.   Employees are advised not to carry large sums of money or valuables while at work.  

  

MAIL SERVICES 

  

 The Campus Mail Services, located in Burton Student Center, provides on-campus mail services for all 

employees and students.  Window services are Monday through Friday as posted.  In addition, the Mail Room also 

provides campus mail delivery services for internal correspondence.  

  

  

RENTAL HOUSING 

  

 A limited number of apartments and individual homes located near the campus are available for rental to 

faculty and staff.  Further information on availability, rates, and application procedures can be obtained from the 

Associate Vice President for Business and Finance.  
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CAMPUS SAFETY AND SECURITY 

  

 In order to safeguard the security of the students, faculty and staff, you are urged to report any suspicious 

persons in unauthorized areas to Campus Safety and Security, by dialing "0."  

  

 

STAFF SUGGESTIONS 

 

 All staff members are encouraged to submit their suggestions, questions, and comments on all College 

matters to the Staff Advisory Committee for consideration.    Staff suggestions may be submitted on-line or by 

completing a Staff Suggestion form and mailing the form through Campus Mail to the Chair of the Staff Advisory 

Committee.  Forms and pre-addressed envelopes are available at several locations:  Physical Plant, Dining Services, 

Westover, Campus Information, and the Library.   Staff Suggestions will be reviewed at the next Staff Advisory 

Committee meeting and discussed with the President.  Responses will appear in the minutes of the Staff Advisory 

Committee. 

 

 

EMERGENCY TELEPHONE SYSTEM 

 
Lynchburg College has special security emergency phones, marked by a bright blue light, at 20 locations around campus. 

These outdoor phones connect you directly to the campus information desk for immediate dispatch of a security officer to 

your specific location. Simply pick up the receiver handset or push the large red button and the information operator will 

answer; there is no need to dial. Security emergency phones are available at the following locations: 

 

1.  Hundley Hall (front and rear) 

2.  Tate Hall (rear) 

3.  Montgomery Hall (front) 

4.  Snidow Chapel (rear parking lot) 

5.  Centennial Hall (corner of College and Vernon Streets) 

6.  520 Langhorne Lane (rear) 

7.  Westwood Parking Lot 

8.  Library (Hobbs Hall side) 

9.  Hopwood Hall (Carnegie Hall side) 

10.  Psychology Building (rear) 

11.  Turner Gymnasium (lower parking lot) 

12.  McWane Hall (front) 

13.  The Courts (adjacent to laundry room) 

14.  341 College Street (rear) 

15.  348 College Street (between 348 and 346 College Street) 

16.  Townhouses (front and rear of Rainsford House and Bullard House) 

17.  Peaksview Apartments (front and rear) 

18.  Wake Field House (left side) 

19.  Beaver Point Clubhouse 

20.  Faculty Drive Practice Fields 

 

 

TELEPHONE COURTESY 

  

 Telephone courtesy is essential.  Remember to answer all calls promptly, identify your name and 

department, and help the caller in a courteous and efficient manner.  Take a message or offer to call back if 

necessary.  If a person who ordinarily handles calls for a department must leave the phone, arrangements should be 

made for another person to cover incoming phone calls during that time.  If it is necessary to place the calling party 

on hold, do not allow them to stay on hold for an extended length of time.  
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 Since much business is conducted over the telephone, personal phone calls should be limited.  

Reimbursement for any personal phone calls charged to the College should be made to the Cashier in the Business 

Office. 

 

  

WESTOVER ROOM 

  

 The Westover Room is located on the lower level of Burton Student Center and provides a wide selection of 

hot and cold sandwiches made to order, plus a variety of snacks and conveniences for the campus community.  The 

Westover Room may be used by ―brown baggers‖ or used as a break room for employees.  A microwave is available 

for use, even when a purchase is not made.  The Westover Room is a non-smoking area and has a television.  

Employees are encouraged to use the Westover Room as a place to eat and relax. 

 

  

EMERGENCY INFORMATION 

  

Fire   

 When a fire is discovered:  

  

1.  Call the Campus Information Center (ext. 0) and report the precise location.  The Campus Information 

     Center is open 24 hours per day.   

2.  Pull the fire alarm and evacuate the building.   

3.  Remain in the area near the building to guide Campus Safety and Security to the location of the fire.  

  

 Accident and Injury 

1.  In the event of emergency from a serious injury or acute illness, call the Campus Information Center 

(ext. 0), describing the emergency and the location.   

2.  Remain in the area to guide Campus Safety and Security to the location.  

3.  Notify the Human Resources Office (ext. 8126) after completing Steps #1 and #2.  

 

Locating a Staff Member 

 To locate a staff member for emergency reasons, call the Campus Information Center (ext. 0).  

  

Criminal Activity 

 To report any suspicious criminal activity on campus (thefts, suspicious persons, vandalism, etc.) call 

Campus Safety and Security (ext. 0).  

   

Vehicle Accidents 

 Any accident involving a personal vehicle or a campus vehicle must be reported immediately to Campus 

Safety and Security by calling Campus Safety and Security  (ext. 0), giving the location and details.  If the accident 

involves personal injury, give Campus Safety and Security complete details.   

  

 Do not move the vehicle until Campus Safety and Security arrives on the scene.  

  

 The Lynchburg City Police will be contacted if property damage exceeds $500.00 or the accident involves 

bodily injury.  

 

 An employee operating a campus vehicle involved in an accident must complete and turn in an accident 

report to the Physical Plant Department immediately after the accident.  The forms are found in the glove 

compartment of each campus vehicle.  
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