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 GOVERNANCE POLICY 
Conflict of Interest 

Policy 01-10-00 
 
 

 
 
PURPOSE 
All employees of the Tennessee Board of Regents (TBR) and its constituent Institutions serve the interests of the 
State of Tennessee and its citizens, and have a duty to avoid activities and situations that, either actually or 
potentially, put personal interests before the professional obligations that they owe to the State and its citizens. 
This policy is intended to establish standards of integrity and objectivity that should guide the actions of all 
employees of the Tennessee Board of Regents System. 
 
DEFINITIONS 

• Conflict of interest - occurs when the personal interests, financial or otherwise, of a person who owes a 
duty to the Tennessee Board of Regents and its constituent Institutions actually or potentially diverge 
with the person’s professional obligations to and the best interests of the TBR and its Institutions. 

• Conflict of commitment - occurs when the personal or other non-work-related activities of an employee 
of the TBR and its constituent Institutions impair the ability of that employee to meet their commitments 
of time and energy to the TBR and its Institutions. 

• Conflicting Party – A person or entity that has or is seeking to obtain contractual or other business or 
financial relations with the institution in which the individual is employed or gas interests that may be 
substantially affected by the performance or nonperformance of the employee. 

• Immediate family – for purposes of this policy means spouse or minor child living with the employee 
 
POLICY/GUIDELINE 

I. Applicability of Policy 
A. This policy shall apply to all persons employed, either as full-time, part-time or temporary 

employees, by the Tennessee Board of Regents and its constituent Institutions. 
II. General Principles 

A. Conflict of Commitment. Employees of the Tennessee Board of Regents should avoid external 
commitments that significantly interfere with the employee’s duties to the TBR and its constituent 
Institutions, Disclosures of outside employment shall be made as required under Policy 5.01.05.00 
and evaluated as indicated in that policy. 

B. Conflict of Interest. Employees should avoid situations where the self-interests of the employee 
diverge from the best interests of the TBR and its Institutions. 

C. Management of Conflict of Interest. The mere existence of either a potential or actual conflict of 
interest does not mean that such conflict must necessarily be eliminated. 

1. Where the potential detriment to the TBR and its Institutions is at most minor and 
inconsequential, and the conflict does not indicate violation of Federal or State law, 
regulation, or policy, those persons charged with evaluating disclosures should 
allow the activity to proceed without interference after documenting the evaluation 
process. 

2. For those situations which do not implicate Federal or State law, regulation or policy, 
the standard for determination of whether a conflict of interest should be managed, 
reduced, or eliminated is whether that conflict would appear to a reasonable person 
to call into question the integrity or judgment of the affected employee. 
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III. Situations and Activities Creating a Conflict of Interest 
A. In the following situations and activities, there is at least the appearance, and possibly the 

actuality, of an employee allowing his or her personal interests, and not the best interests of the 
TBR and its constituent Institutions, to affect that employee’s judgments. This list is illustrative, 
and not exhaustive. 

1. Self-dealing 
a. Situations in which an employee can appear to influence or actually influence 

an Institutionally-related decision from which that person or a member of that 
person’s immediate family stands to realize a personal financial benefit is self- 
dealing, and a conflict of interest. 

b. Examples of self-dealing activities include the following. 
(1) Purchase of State-owned property by an employee absent fair and 

open bidding. 
(2) Institutional purchases from businesses in which an employee or family 

member has a financial interest. 
(3) Use of educational materials from which a faculty member derives 

financial benefit in that faculty member’s teaching activities. 
(a) Any faculty member who wishes to use in his or her teaching 

activities educational materials (e.g., a textbook) which he or 
she has authored, or in which he or she otherwise stands to 
benefit financially from such use, a conflict of interest 
disclosure shall be made per Section VII of this policy. 

(b) Whether the use of such materials shall be permitted shall be 
evaluated either under the terms of Institutional policy, or in 
the absence of such policy, by the Review Committee 
established under Section X of this policy. 

(c) Such evaluation shall include consideration of suitable 
substitute materials and ensure that the needs of students are 
best served by use of the materials in which the faculty member 
has an interest. 

(4) Acceptance of Gifts, Gratuities or Favors 
(a) Gifts. No employee shall knowingly solicit or accept, directly, or 

indirectly, on behalf of himself or herself or any member of the 
employee’s household, for personal use or consumption any 
gift including but not limited to any gratuity, service, favor, 
food, entertainment, lodging, transportation, loan, loan 
guarantee or any other thing of monetary value, from any 
person or entity that: 

(i) Has, or is seeking to obtain, contractual or other 
business or financial relations with the institution in 
which the individual is employed; or 

(ii) Has interests that may be substantially affected by the 
performance or nonperformance of the employee. 

(5) Exceptions 
(a) The prohibition on accepting gifts in Section (4)(a) above, does 

not apply to: 
(i) A gift given by a member of the employee’s immediate 

family, or by an individual, if the gift is given for a non-
business purpose and is motivated by a close personal 
friendship and not by the position of the employee; 
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(ii) Informational materials in the form of books, articles, 
periodicals, other written materials, audiotapes, 
videotapes, or other forms of communication. 

(iii) Sample merchandise, promotional items, and 
appreciation tokens, if they are routinely given to 
customers, suppliers or potential customers or 
suppliers in the ordinary course of business, including 
items distributed at tradeshows and professional 
meetings where vendors display and promote their 
services and products; 

(iv) Food, refreshments, foodstuffs, entertainment, or 
beverages provided as part of a meal or other event, 
including tradeshows and professional meetings, if the 
value of such items does not exceed fifty dollars 
($50.00) per occasion; provided further, that the value 
of a gift made pursuant to this subsection may not be 
reduced below the monetary limit by dividing the cost 
of the gift among two or more persons or entities 
identified in Section V.  

(v) There may be circumstances where refusal or 
reimbursement of a gift (such as a lunch or dinner) may 
be awkward and contrary to the larger interests of the 
institution. In such circumstances, the employee is to 
use his or her best judgment, and disclose the gift 
including a description, estimated value, the person or 
entity providing the gift, and any explanation 
necessary within fourteen (14) days to their immediate 
supervisor; 

(vi) Food, refreshments, meals, foodstuffs, entertainment, 
beverages or intrastate travel expenses that are 
provided in connection with an event where the 
employee is a speaker or part of a panel discussion at 
a scheduled meeting of an established or recognized 
membership organization which has regular meetings; 

(vii) Participation in institution or foundation fundraising 
and public relations activities, i.e., golf tournaments 
and banquets, for which conflicting parties provide 
sponsorships; and 

(viii) Loans from established financial institutions 
made in the ordinary course of business on usual and 
customary terms, so long as there are no guarantees 
or collateral provided by any conflicting party. 

(b) Inappropriate use of students or support staff 
(i) Employees shall ensure that the activities of students 

or support staff are not exploited for the benefit of any 
external activity of the employee. 

(ii) Prior to assigning any such non-institutionally related 
task that is more than incidental or de minimus in 
nature to a student or member of the support staff, an 
employee shall disclose such proposed activities and 
obtain approval from the institution’s director of 
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human resources or chief academic officer, as 
applicable. 

(c) Inappropriate use of State-owned resources 
(i) Employees may not make significant use of State-

owned facilities, equipment, materials or other 
resources, not otherwise available to the public, in the 
course of activities which are not related to the 
Institution and which are intended for personal benefit, 
without prior disclosure and approval of the 
institution’s chief financial officer. 

(d) Failure to disclose intellectual property 
(i) TBR Policy 5.01.06.00 governs the rights and 

responsibilities which persons affiliated with the TBR 
and its Institutions have regarding intellectual property 
developed during the term of their affiliation with the 
TBR. 

(ii) Among the responsibilities enumerated in the policy is 
that of disclosure of inventions and those 
copyrightable works which may be reasonably 
expected to have commercial value which they have 
jointly or solely developed or created during their 
affiliation with the TBR and its Institutions. 

IV. General Disclosure Requirements 
A. Persons to whom this policy applies who believe that a conflict of interest may exist either 

personally or with respect to another person covered by this policy shall make a written 
disclosure of the facts and circumstances surrounding the situation. 

B. No particular format is required, but the disclosure should adequately describe the pertinent 
facts and circumstances. 

C. For faculty and staff, disclosures shall be submitted to the employee’s immediate supervisor and 
the Director of Human Resources. 

D.  Disclosures made by a President shall be submitted online to the Tennessee Ethics Commission. 
V. Special Disclosure Requirements for Certain TBR Employees 

A. The Chancellor, all Executive Vice Chancellors, Vice Chancellors and the General Counsel, the 
Presidents of all TBR institutions, coaches, assistant coaches and employees of athletic 
departments who are exempt from the provisions of the Fair Labor Standards Act are required 
to file a financial disclosure form within one month of their initial appointment and annually 
thereafter in January.  

B. Disclosure of financial interests made pursuant to this Section V notwithstanding, such 
disclosure does not eliminate the responsibility for making disclosures under Section IV, when a 
specific conflict of interest situation arises. 

1. The Chancellor of the Tennessee Board of Regents system and the President of each 
college of the Tennessee Board of Regents are required by Tenn. Code Ann.§ 8-50-
501(a)(15) to file an online Statement of Disclosure of Interests Form with the Tennessee 
Ethics Commission at https://apps.tn.gov/conflict/, Form ss-8005 (State Officials). For 
the Chancellor and the Presidents this Statement of Disclosure will meet the 
requirements of this Policy. 

2. Coaches, assistant coaches, exempt employees of the athletic department and other 
institutional personnel required to complete a disclosure form shall also use the 
Tennessee Ethics Commission Form ss-8005, Statement of Disclosure of Interest Form 
and accompanying instructions. The form shall be submitted to the employing 

https://apps.tn.gov/conflict/
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institution’s Human Resource Officer or other person designated by the institution’s 
President. 

VI. Review of Disclosures  
A. Disclosures made under Section IV of this policy by a member of the Board of Regents, the 

Chancellor, or by a President shall be evaluated by the Board or a duly appointed committee 
thereof. A member of the Board making a disclosure shall not be entitled to vote regarding 
disposition of the disclosure. 

B. Disclosures made under Section IV of this policy by a faculty or staff member shall be evaluated 
by the College’s Conflict of Interest Review Committee. 

1. The Conflict of Interest Review Committee shall consist of three members, with at least 
one member selected from faculty and at least one member selected from 
administrative or support staff personnel. 

2. Members of the Committee shall be appointed by the President. 
3. Members of the Committee shall serve two-year terms.  Members may serve multiple, 

consecutive terms. 
4. The Committee shall meet as frequently as necessary to conduct its business but no less 

than once per semester. 
5. As described in TBR Policy 1:02:03:10, the Committee shall evaluate conflict of interest 

disclosures and make determinations regarding what actions may be required to 
manage, reduce or eliminate conflicts of interest. 

6. Following evaluation of the disclosure, the Committee shall render a decision regarding 
the issue(s) presented by the disclosure. 

7. Any disclosure which indicates an actual violation of law shall be forwarded to the 
President of the Institution along with the Committee’s findings. 

8. Persons potentially committing a conflict of interest violation under consideration by a 
conflict of interest review Committee shall receive notice of the Committee’s evaluation, 
and be given an opportunity to appear before that Committee. 

VII. Federal and State Laws on Conflict of Interest 
A. In addition to this policy, there are state and federal laws regarding conflict of interest that apply 

to employees of the Tennessee Board of Regents and its institutions. All employees are required 
to comply with all applicable laws. If there is a conflict between this policy and a state or federal 
law, the most restrictive requirements will control. See TBR Policy 1.02.03.10, Exhibit 5, for 
additional information. 

VIII. Sanctions  
A. Failure to observe restrictions imposed as a result of review of a conflict of interest disclosure or 

a knowing failure to disclose a conflict of interest may result in disciplinary proceedings under 
TBR and College policy. 

IX. Appeals 
A. Decisions made by the Board of Regents may not be appealed. 
B. Decisions made by the College’s Conflict of Interest Review Committee may be appealed to the 

President. Decisions of the President shall be final and binding. 
 
SOURCES 
T.C.A. § 49-8-203; All State and Federal statutes, codes, and/or rules referenced in this policy. 
 
RELATED POLICIES  
TBR Policy 1.02.03.10 and Exhibits 
 
Approved by President’s Cabinet 11/14/22 
 
 



 

 

NSCC Policy: 02-01-00    TITLE: Associate Degree and Credit Certificate Requirements 

  

Purpose  

The purpose of this policy is to outline the requirements for an Associate Degree or 

Technical Certificate 

Definitions  

N/A 

Policy/Guideline    

I. All associate degrees awarded by Nashville State Community College shall 

require 60 semester credit hours with an overall grade point average of 2.0. 

At least 25% of these must be earned in residence at Nashville State. Credit 

hours earned in Learning Support (remedial or developmental courses) are 

for institutional credit only and are not applicable to credit hours required for 

the degree. 

 

II. The minimum associate of science, associate of arts, associate of fine arts, 

and associate of science in teaching degree requirements shall be distributed 

as indicated below: 

 

a.  General Education Requirements – 41 credit hours 

i. Communications 

• English Composition – 6 credit hours  

• English Oral Presentation Communication– 3 credit hours 

ii. Humanities and/or Fine Arts  

• Literature – 3 credit hours 

• Courses selected from fine arts/humanities – 6 credit hours 

iii. Social/Behavioral Sciences – 6 credit hours 

iv. History – 6 credit hours 

• History sequence selected in accordance with requirements 

of the college or university to which the student plans to 

transfer.  

v. Natural Sciences lab course– 8 credit hours 

vi. Mathematics – 3 credit hours 

vii. Foreign language courses are an additional requirement for the A.A. 

degrees  

 

III. The Associate of Applied Science degree requirements include the following 

coursework and other requirements as indicated below: 

a. General Education courses – 15-17 credit hours  

i. English Composition – 3 credit hours 



 

 

ii. Humanities and/or Fine Arts course – 3 credit hours 

iii. Social/Behavioral Sciences – 3 credit hours 

iv. Natural Science/Mathematics – 3-4 credit hours 

v. One additional course from the categories of communication, 

humanities and/or fine arts, social/behavioral sciences, or natural 

sciences/mathematics – 3-4 credit hours  

b. Technical courses – 45 credit hours  

 

IV. A college success course is required for all degree-seeking students enrolled 

at Nashville State Fall 2018 or later. Exemptions are granted to students who 

have completed a similar course or transferred 12 or more credit hours from 

another institution. 

 

V. Requirements for the Technical Certificate varies in required credit hours in 

technical specialty courses. Requirements for the Technical Certificate 

include: 

a. Grade point average of at least 2.0 in courses required for the certificate. 

b. At least 25% of the hours earned toward this certificate must be earned in 

residence at Nashville State. 

 

VI. Guidelines for Degrees and Certificates 

a. The College will not award the A.A. or A.S. degree to persons who already 

hold an A.A., A.S., A.S.T., or A.F.A. degree. Individuals holding a 

Baccalaureate degree or higher without an A.A., A.S., A.S.T or A.F.A. 

degree may be awarded an Associate degree designed for transfer if the 

degree sought has a different concentration from the major of the 

advanced degree(s). 

b. Students may be awarded the A.S.T. if they have been awarded an A.A. 

or A.S. degree previously; however, students previously awarded the 

A.S.T. degree are not eligible for the A.A., A.S. or A.F.A. degree. 

c. Students holding advanced degrees or a transfer Associate’s degree may 

be awarded the A.A.S. degree or Technical Certificate provided they meet 

the stated requirements. 

d. Students who have been awarded an A.A.S. degree who complete a 

different major which includes 15 semester hours over and above those 

required for the first A.A.S. degree will earn a second A.A.S. degree. 

e. Students completing an A.A.S., A.A., A.F.A., A.S., or a technical certificate 

must earn a cumulative GPA of 2.0 to graduate. Students completing an 

A.S.T. degree must earn a cumulative GPA of 2.75 to graduate.  

f. Students completing an A.A., A.F.A., A.S., or A.S.T. degree must take a 

general education exam prior to graduation. Students completion an 

A.A.S. degree or technical certificate must complete a departmental exit 

exam prior to graduation. Students who fail to do so will not graduate.  



 

 

g. Students may earn multiple Technical Certificates as long as 25% of the 

required hours were not required for previously earned certificates. 

h. All financial and other obligations to Nashville State must be met for 

diplomas and/or transcripts to be released. 

i. Any exception to requirements listed in section IV of this policy must be 

approved by the Vice President of Academic Affairs.  

 

Sources  

TBR Policy 2.01.00.00 

Related Policies  

N/A  

 

Approved by Cabinet 6/27/22 
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02-02-00 Academic Program Development Policy 

 

PURPOSE 

The purpose of this policy is to outline the process for program development. 

 

DEFINITIONS  

N/A 

 

POLICY/GUIDELINE    

Guidelines for establishing a new instructional program at Nashville State comply with Tennessee Board 

of Regents Guidelines A-010 and Policy 2:01:01:00. Nashville State's Curriculum Committee Manual is 

available in the Academic Affairs Public Folder in Outlook and on SharePoint. The following suggested 

steps outline the process for proposing new programs: 

1. Investigate the need and feasibility of a new program through discussions with advisory 

committees, professional groups, employers, and TBR staff. 

2. Design the necessary curriculum. 

3. Survey business/industry partners to obtain input regarding the program and curriculum design. 

4. Prepare the curriculum proposal for the new program in accordance with Tennessee Board of 

Regents Guideline A-010. 

5. Submit the proposed program to the Curriculum Committee for review and approval. 

6. Present the approved curriculum to the Faculty Senate, the Vice President for Academic Affairs, 

and the President for approval. 

7. Submit the approved curriculum to the Tennessee Board of Regents and, if approved, to the 

Tennessee Higher Education Commission (THEC). 

8. Program termination and inactivation follow similar steps. 

 

SOURCES  

TBR Guidelines Program Modifications and New Academic Programs A-010 and Approval of Academic 

Programs, Units, and Modifications: 2.01.01.00 
 
RELATED POLICIES  

N/A 
 

Approved by NSCC Cabinet 9/27/21 

https://policies.tbr.edu/guidelines/program-modifications-and-new-academic-programs
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modifications
https://policies.tbr.edu/guidelines/program-modifications-and-new-academic-programs
https://policies.tbr.edu/guidelines/program-modifications-and-new-academic-programs
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modificationsHYPERLINK%20%22https:/policies.tbr.edu/policies/approval-academic-programs-units-and-modifications%22
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modificationsHYPERLINK%20%22https:/policies.tbr.edu/policies/approval-academic-programs-units-and-modifications%22
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modificationsHYPERLINK%20%22https:/policies.tbr.edu/policies/approval-academic-programs-units-and-modifications%22
https://policies.tbr.edu/policies/approval-academic-programs-units-and-modificationsHYPERLINK%20%22https:/policies.tbr.edu/policies/approval-academic-programs-units-and-modifications%22
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02-03-00 Curriculum Development and Revisions Policy 

 

PURPOSE 

The purpose of this policy is to designate responsibility for curriculum development and revision.  

 

DEFINITIONS  

N/A 

 

POLICY/GUIDELINE    

Responsibility for the development and revision of the curriculum rests with the faculty.  

The Vice President for Academic Affairs and the President have responsibility for ensuring the 

curriculum is directly related to and appropriate to the mission and goals of the College and is in 

compliance with the requirements of the Tennessee Board of Regents (TBR) and other appropriate 

agencies or accrediting bodies.  

 

SOURCES  

Curriculum Committee Manual  

 

RELATED POLICIES  

N/A 

 

 

Approved by NSCC Cabinet 9/27/21 
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02-04-00 Textbooks, Workbooks and Lab Manuals Policy 

 

PURPOSE 

The purpose of this policy is to set guidelines around the adoption of course materials.  

POLICY   

Faculty, in concert with Deans, have responsibility for selecting textbooks, workbooks, and laboratory 

manuals for each course. Selected textbooks and materials should be re-used as long as is appropriate 

in order to enable students to buy used textbooks and other reusable materials. When a new edition of 

a textbook or materials is published, a division may wish or need to make a change, as the bookstore 

may be unable to stock the old edition. The decision to change a textbook or other instructional 

material in a course must be approved by the appropriate Dean.   

Accessibility of all course content, including (but not limited to) books, computer software, websites, 

instruction manuals, videos, study guides, laboratory manuals, and computer-assisted instruction 

modules must be ensured when adopting textbooks and other course materials.  

A change of instructional materials that necessitates a new order by the bookstore should be made as 

early as possible during the last year of use of the existing textbook. All sections of a course must have a 

common text(s) except in special circumstances approved by the Dean and Vice President for Academic 

Affairs. The full-time faculty teaching the course, or a committee selected from those faculty by the 

division Dean will review possible textbooks/ancillary materials and recommend new selections. In 

disciplines with no full-time faculty, the division Dean, in consultation with the adjunct faculty teaching 

the course, will select the textbooks/ancillary materials.  

Cost to students will be an important factor in the selection of textbooks and ancillary materials. Faculty 

members shall consider practices that reduce the cost of course materials, such as utilizing Open 

Educational Resources (OER) or lower-cost electronic formats (e-texts). In general, the lowest cost 

alternative that meets the instructional needs and quality standards of the course will be selected. 

Ancillary materials will be required only if essential to meeting the student-learning objectives of the 

course. Bundled materials will be considered only if the ancillary materials bundled with the textbooks 

are essential to the course and/or they deliver cost savings to the students.  

NOTE: Bundled materials may prevent students from selling books back and require students to buy new books or pay more 

for a used book plus the bundled materials than for a new book.   

 

SOURCES 

N/A 
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RELATED POLICIES  

N/A 
 
Approved by NSCC Cabinet 9-27-21 
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02-06-00 Faculty Tenure Policy 

 

PURPOSE 

The purpose of this policy is to outline the qualifications and credentials needed by faculty members to 

earn tenure at Nashville State Community College. 

 

DEFINITIONS  

• Academic Tenure: A personnel status in an academic division or academic program unit 

pursuant to which the academic or fiscal year appointments of full-time faculty who have been 

awarded tenure are continued at a community college until the expiration or relinquishment of 

that status, subject to termination for adequate cause, for financial exigency, or for curricular 

reasons.  

• Adequate Cause: A basis upon which a faculty member – either with academic tenure or on a 

tenure-track, term, or temporary appointment – prior to the end of the specified term of the 

appointment may be dismissed or terminated.   

• Financial Exigency: The formal declaration by TBR that one or more of its community colleges 

faces an imminent financial crisis, that there is a current or projected lack of sufficient funds 

(appropriated or non-appropriated) for the campus as a whole to maintain current programs 

and activities at a level sufficient to fulfill educational goals and priorities, and that the budget 

can be balanced only by extraordinary means that include the termination of existing and 

continuing academic and non-academic appointments.  

• Faculty Member: A full-time employee who holds academic rank as instructor, assistant 

professor, associate professor, or professor. Further definition can be found in Section 5:02:01:00 

of TBR Policy.  

• Probationary Employment: Period of full-time professional service by a faculty member for 

whom an appointment letter denotes a tenure-track appointment in which he/she does not 

have tenure and in which he/she is evaluated by the college for the purpose of determining 

his/her satisfaction of the criteria for a recommendation for tenure. Probationary employment 

provides an opportunity for the individual to assess his/her own commitment to the college and 

for the college to determine whether the individual meets its perception of quality and 

projected need. Faculty appointments are defined in a separate TBR policy. 

 

POLICY/GUIDELINE    

Tenure appointments at Nashville State Community College are made on the basis of this policy, 

consistent with TBR Policy 5:02:03:70 on Academic Tenure for Community Colleges. Changes to this policy 

must be approved by the TBR Office of Academic Affairs prior to implementation on the campus. Beyond 

this point, content of this policy that is published in italics is content specific to Nashville State 
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Community College. All non-italicized content, unless noted otherwise, is taken directly from TBR Policy 

5.02.03:70. The Nashville State Tenure Application Procedure and Timeline are located at the end of this 

policy.  

I. Introduction  

Tenure is awarded only by positive action by the Tennessee Board of Regents (TBR), pursuant to 

the requirements and procedures of this policy. The award of tenure is in recognition of the 

merit of a faculty member and of the assumption that he/she would meet the long-term staffing 

needs of the division or academic program unit and the college. The continued professional 

growth and development of faculty is necessary for institutions of higher education to continue 

to provide educational programs in accordance with the college’s mission, goals, and the 

changing needs of the institution.  

Tenure is awarded only to those members of the faculty who have exhibited professional 

excellence and outstanding abilities sufficient to demonstrate that their future services and 

performances justify the degree of permanence afforded by academic tenure.  

The quality of the faculty of any community college is maintained primarily through the 

appraisal, by faculty and administrative officers, of each candidate for tenure. Tenure at a TBR 

community college provides eligible full-time faculty with the assurance of continued 

employment during the academic year until retirement or dismissal for adequate cause, financial 

exigency, or curricular reasons, as further discussed herein. TBR does not award tenure in non-

faculty positions. The following TBR policy on tenure is applicable to all community colleges 

within the system. These are minimum provisions and should be implemented in a manner 

appropriate to the individual missions, traditions, and needs of the colleges. 

II. Consideration for Tenure  

A. Tenure Appointments  

1. Recommendations for or against tenure shall originate from the division or 

academic program unit in which the faculty member is assigned.  

2. The recommendation for tenure must be made by the President to the Chancellor and 

by the Chancellor to the Board of Regents. In the event that tenure is awarded by TBR, 

the President shall furnish to the faculty member written confirmation of the award. 

No person [other than the President] shall have any authority to make any 

representation concerning tenure to any faculty member. Failure to give timely notice 

of non-recommendation of tenure shall not result in the granting of a tenure 

appointment but shall result in the right of the faculty member to another year of 

service at the college, provided that no tenure appeals remain outstanding due to lack 

of cooperation and/or appropriate action on the part of the candidate in completing 

the appeal process. 

B. Minimum Eligibility Requirements  
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Tenure may be awarded only to regular full-time faculty members who:  

1. Hold academic rank as instructor, assistant professor, associate professor, 

or professor.  

2. Have been employed in a tenure-track appointment and have completed the 

minimum probationary period of service and/or as agreed upon in writing and 

signed by the President or his/her designee.  

3. Have been determined by the college to meet the criteria for tenure and have been 

so recommended.  

C. Length of Probationary Employment  

Probationary faculty may be employed on annual tenure-track appointments for a 

probationary period that may not exceed six (6) years. The faculty member may apply 

for tenure at the beginning of the sixth year of service, following a probationary period 

of not less than five years, provided that exceptions to the minimum probationary 

period may be made under special circumstances upon recommendation by the 

President and approval by the Chancellor. Upon approval of such an exception by the 

Chancellor, the faculty member's recommendation for tenure will go forward to the 

Board as meeting the requirements for the probationary period.  

D. Calculating the Probationary Period 

Only full-time continuous service at a college will be included in determining completion 

of the probationary period, unless a break in service is approved. Employment during 

summer terms and in part-time positions shall not be credited toward satisfying the 

probationary period.  

1. Credit for Prior Service. The minimum probationary period of five years may 

include credit for prior service when agreed to by the President. The credit is 

subject to the maximum permissible credit for prior service as noted below: 

a. Credit toward completion of the probationary period may at the discretion 

of the President be given for a maximum of three years of previous full-time 

service at other colleges, universities, or institutes provided that the prior 

service is relevant to the institution's own needs and criteria. Any credit for 

prior service that is recognized and agreed to must be confirmed 

in writing at the time of the initial appointment to a tenure-track position. 

b. Credit toward completion of the probationary period may, at the discretion 

of the President, be given for a maximum of three years or previous full-time 

service in a temporary faculty appointment or term appointment at the same 

institution or in an earlier tenure track appointment at the same institution 

that has been followed by a break in service. Any credit for prior service in a 

temporary full-time faculty appointment at the same institution or in an 
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earlier tenure-track appointment (at the same institution) that has been 

followed by a break in service must be recognized and confirmed in writing 

in the appointment letter to a tenure track position.  

2. Leave of Absence. The period of approved leave of absence shall be excluded from 

the required probationary period. A faculty member may apply for a 

maximum of two, non-consecutive, one-year leave increments. Exceptions may be 

granted by the President of the college in writing prior to the leave of absence. 

Exceptions may include:  

a. Crediting the leave periods to the probationary period and/or  

b. Granting more than two, non-consecutive one-year increments. Exception 

(b), per TBR policy, requires approval of the Chancellor of TBR.  

3. "Stopping the Tenure Clock." A faculty member may request to "stop the tenure 

clock" during his/her probationary period when circumstances exist that interrupt 

the faculty member's normal progress toward qualifying for tenure. In such 

cases, the faculty member may request to "stop the tenure clock" for one year, if 

he/she demonstrates that circumstances reasonably warrant the interruption. 

Reasons will typically be related to a personal or family situation requiring attention 

and commitment that consumes the time and energy normally addressed to faculty 

duties and professional development. Examples may include childbirth or adoption, 

care of dependents, medical conditions or obligations, physical disasters or 

disruptions, military deployment, or similar circumstances. 

4. Administrative Appointment. A faculty member appointed to an administrative 

position may remain eligible for tenure consideration. The faculty member must:  

a. Qualify for tenure under the college's guidelines and 2) maintain a significant 

involvement in academic pursuits including teaching, service/outreach, and 

scholarship/creative activities/research.  

b. The time (or prorated portion of time) spent in the administrative position 

may be credited toward completion of the probationary period.  

5. Transfer to another Division or Unit. When a faculty member is serving a 

probationary period in a division or an academic program unit and is subsequently 

transferred to another division or unit, the faculty member may -- with the approval 

of the President --elect to begin a new probationary period on the date on which the 

transfer occurs. If he/she does not so elect (and confirms this in writing to the 

President), time spent in the first appointment shall count toward establishing the 

minimum and maximum probationary period. 
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III. Criteria to be Considered in Tenure Recommendations  

Criteria for tenure relates to the college’s three traditional missions: teaching, service/outreach, 

and scholarship/creative activities/research. In the community college setting, effective 

teaching is of paramount importance.  

Faculty must assign a weight to each category that determines the relative importance of each in 

comparison to others within the following guidelines: Teaching (60%-75%), Service and Outreach 

(10%-30%), and Scholarship, Creative Activities, and Research (10%-30%). Total category 

weights should sum to 100%.   

A. Performance Criteria: Teaching  

Teaching activities shall constitute 60% to 75% of the weight of the total tenure decision, 

as determined by the applicant.   

1. Effective teaching is an essential qualification for tenure, and tenure should be 

granted only with clear and documented evidence of a candidate’s teaching ability 

and potential for continued development.  

2. Each of the items listed below must be submitted as evidence of effective teaching 

and be included in the teaching portfolio.  

a. Evidence of ability to organize and present subject matter in a logical and 

meaningful way,  

b. Evidence of effective strategies to motivate and stimulate student learning,  

c. Statement of teaching philosophy,  

d. Course materials (i.e., course syllabi, handouts, exams/evaluation 

instruments, instructional materials), and  

e. Results of student evaluations for every course evaluated during the 

probationary period.  

3. Additional types of documentation may also include:  

a. Open-ended or other student input,  

b. Student products,  

c. Teaching recognition/awards, 

d. Evidence of professional development in teaching.  

e. Evidence of disciplinary or interdisciplinary program or curricular 

development,  

f. Alumni surveys,  

g. Student exit interviews, 
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h. Evidence of supervision of student projects and other forms of student 

mentorships, and  

i. Evidence of excellence in teaching or mentoring, or both.  

B. Performance Criteria: Service and Outreach  

Service and outreach activities shall constitute 10% to 30% of the weight of the total 

tenure decision, as determined by the applicant.   

1. Service and/or outreach encompass a faculty member’s activities in college service, 

outreach or public service, and professional service.  

2. Evidence of performance in one or more of the following activities should be 

submitted. Weight and magnitude of importance will be directed by the college’s 

policies and guidelines.  

a. College service refers to activities other than teaching and scholarship 

performed at the department or college level. It is expected of every faculty 

member; indeed, colleges could hardly function without conscientious 

faculty who perform committee work and other administrative 

responsibilities. College service includes, but is not limited to, serving on 

departmental committees, advising students, and participating in college 

activities and on college committees. More extensive citizenship functions 

such as membership on a specially appointed task force, serving as advisor 

to a college-wide student organization, and membership on a college 

search committee should be taken into account in consideration for tenure. 

b. The outreach or public service function is the college’s outreach to the 

community and society at large, with major emphasis on the application of 

knowledge for the solution of problems with which society is confronted. 

Outreach primarily involves sharing professional expertise and should 

directly support the goals and mission of the college. A vital component of 

the college’s mission, public service must be performed at the same high 

levels of quality that characterize the teaching and research programs.  

c. Professional service refers to the work done for organizations related to the 

faculty member’s discipline or to the teaching profession generally. Service 

to the profession includes activities such as service on statewide or TBR 

committees, guest lecturing on other campuses, and other appropriate 

activities. 

C. Performance Criteria: Scholarship, Creative Activities, and Research  

Scholarship, creative activities, and research shall constitute 10% to 30% of the weight of 

the total tenure decision, as determined by the applicant.   

1. Candidates for tenure must present documented evidence of their scholarship, 

creative activities, and/or research. 
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2. While each item listed as required under “Teaching” must be included, the weight 

and magnitude of evidence required for activities in scholarship or creative 

activities, or research will be directed by the college policy and guidelines.  

3. Such evidence should cite typical professional development activities such as 

presentations at a professional meeting, journal editorship, article and grant 

proposal review, performances, exhibitions, creative activities, as well as completing 

books, journal articles, or monographs, and other appropriate activities.  

4. The scholarship of teaching is a valid measure of research capability. It goes 

beyond doing a good job in the classroom; creative teachers should organize, 

record, and document their efforts in such a way that their colleagues may share 

their contributions to the art of teaching. Authoring appropriate textbooks or 

chapters within a book, writing educational articles, making presentations, and 

using innovative contributions to teaching, constitute scholarship of teaching.  

5. Performances, compositions, and other artistic creations are examples of 

appropriate creative activities. Documentation of such activities might include 

written reviews and evaluations by qualified peers.  

6. Publications in journals or media of similar quality are considered indicators of 

professional and/or scholarly activity.  

7. Publications that are reviewed by peers are more significant than those that are not 

subjected to such rigorous examination. It should be emphasized that quality is 

more important than quantity.  

IV. Exceptions to Minimum Rank Qualifications  

The minimum rank qualifications should be met in every recommendation of tenure, 

appointment to academic rank, and promotion in academic rank.   

 

SOURCES  

N/A  

 

RELATED POLICIES  

For more information on changes in tenure and tenure-track status, Nashville State employees should 

refer to TBR Policy 5:02:03:70 on Academic Tenure for Community Colleges.   

 

 

Approved by the NSCC Cabinet 5/3/21 



 

  

 

 

ACADEMIC AFFAIRS POLICIES 

 

_______________________________________________________________________________________________________________________ 

02-07-00 Faculty Promotion Policy 

 

 PAGE 1 of 5 

 

02-07-00 Faculty Promotion Policy 

 

PURPOSE 

The purpose of this policy is to outline the qualifications and credentials needed by faculty members to 

earn promotion in rank at Nashville State Community College.  

 

DEFINITIONS  

• Teaching. Teaching applies to any manner in which information is imparted so that others may 

learn, and may include, but is not limited to, a variety of techniques including instruction, 

development of course materials and courseware, and development of innovative approaches to 

teaching.   

• Service/Outreach. Service applies to service within the community as defined by the college's 

role and mission; service to the college, as in student advising and/or mentoring; and service 

within the bounds of the applicant's academic discipline and budgeted assignment.  

• Scholarship/Creative Activities/Research. Research applies to the studious inquiry, 

examination, or discovery that contributes to disciplinary and interdisciplinary bodies of 

knowledge. Scholarship/creative activities/research may include, but are not limited to, typical 

professional growth and development activities, disciplinary and interdisciplinary activities that 

focus on the boundaries of knowledge, community-based scholarship, creative activities (e.g., 

performances or other artistic creations), and the development of cutting-

edge teaching approaches.  

 

POLICY   

Faculty Promotions at Nashville State Community College are made on the basis of this policy, 

consistent with Policy 5:02:02:30 Guidelines for Faculty Promotion Recommendations of Tennessee 

Board of Regents (TBR). The college's policies must, at a minimum, satisfy the criteria established by TBR 

guidelines, but may be more rigorous than the criteria stated therein. Changes to this policy must be 

approved by the TBR Office of Academic Affairs prior to implementation on the campus.  

Beyond this point, the content of this policy that is published in italics is content specific to Nashville State 

Community College. All non-italicized content, unless noted otherwise, is taken directly from TBR Policy 

5.02.02.30. The section entitled “Nashville State Process for Faculty Promotion” is specific to the college.   

I. Introduction  

Promotion in rank is in recognition of past achievement of the individual being considered for 

promotion. In addition, the advancement in rank is in recognition of future potential and a sign 

of confidence that the individual is capable of even greater accomplishments and of assuming 
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greater responsibilities. The policy is to make promotions strictly on consideration of merit 

tempered by college and fiscal considerations. The purpose of this policy is to help ensure that 

promotions are made objectively, equitably, impartially, and in recognition of merit consistent 

with the following policy guidelines.  

 

The president of the college is responsible for the master staffing plan of the college. In 

developing such a plan, the president will consider the fiscal impact of each promotion 

recommended to the Board. 

 

II. Minimum Rank Criteria  

The following define the minimum criteria that distinguish between academic ranks for purposes 

of initial appointment and promotion. Promotion must be sequential in each rank.   

A. Instructor  

1. Potential ability in teaching, service/outreach, and scholarship/creative 

activities/research.  

2. As determined to be appropriate for the instructional discipline, either an 

Associate or Baccalaureate degree (i.e., Career Studies) or an earned Master's 

degree or higher from an accredited institution in the discipline or related area.   

3. Evidence of good character, mature attitude, and professional integrity.  

B. Assistant Professor  

1. Documented evidence of ability in teaching, service/outreach, and 

scholarship/creative activities/research.  

2. As determined to be appropriate for the instructional discipline, either 

a Baccalaureate degree (i.e., Career Studies) or an earned Master's degree or 

higher from an accredited institution in the instructional discipline or related area. 

3. At least two years in rank.  

4. Evidence of good character, mature attitude, and professional integrity.  

C. Associate Professor  

1. Documented evidence of high-quality professional productivity in teaching, 

service/outreach, and scholarship/creative activities/research.  

2. As determined to be appropriate for the instructional discipline, either a 

Baccalaureate degree (i.e., Career Studies) or an earned Master's degree or higher 

from an accredited institution in the instructional discipline or related area.   

3. At least three years in rank.  

4. Evidence of good character, mature attitude, and professional integrity.  

D. Professor  

1. Documented evidence of sustained high-quality professional productivity in 

teaching, service/outreach, and scholarship/creative activities/research.  
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2. Earned doctorate or TBR-recognized terminal degree from an accredited 

institution in the instructional discipline or related area. TBR recognizes the 

following degrees as terminal (incorporated herein by reference of the TBR 

Terminal Degree Listing):  

a. M.F.A. in Studio Art or Creative Writing (NASAD guidelines) 

b. M.L.S. in Library Science (or Master's in Library Science)  

c. M.M. in certain Music specialties (NASM) 

d. Master's in Engineering or Master's with Major in Engineering (Engineering 

Technology, University or Community College) 

e. The J.D. degree is not recognized as a doctorate; however, it may be 

considered as a terminal degree in disciplines directly associated with legal 

studies.  

3. At least 5 years in rank.  

4. Documented evidence of teaching excellence and superior contribution to 

student development or superior scholarly or creative activity. The absence of 

such evidence may prevent advancement to the rank of professor. Since there is 

no higher rank, promotion to professor is taken with great care and requires a 

substantial level of achievement. This rank is not a reward for long service; rather 

it is recognition of superior achievement within the discipline with every 

expectation of continuing contribution to the college and the larger academic 

community.  

5. Evidence of good character, mature attitude, professional integrity, and a high 

degree of academic excellence and responsibility.  

Note: Minimum criteria may be waived if approved by the college president when a candidate 

offers extraordinary qualifications in lieu of the stated minimum rank criteria. Such approval 

must be supported by evidence of the extraordinary nature of the qualifications. For example, a 

candidate with recognized national prominence and expertise might qualify for such a waiver. 

An exception to the minimum rank criteria must be recommended by the president to the 

Chancellor or designee. Upon approval of such an exception by the Chancellor, the faculty 

member’s recommendation for promotion will go forward to the Board as meeting the 

minimum rank criteria.  

III. Terminal Degree Designation  

The Board will use national discipline standards to determine which degrees are considered to be 

"terminal" within each discipline and will provide each   community college with a list that 

delineates these degrees. Each community college may request blanket exceptions to these 

standards by classification based upon its mission and hiring practice. Each community college 

may also petition the Board for "equivalent work experience credit" when a candidate has not 

obtained a terminal degree but has a record of extraordinary achievement in a given field. The 
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equivalent work experience credit may include relevant teaching experience or other experiences 

such as experience gained as an administrator, counselor, librarian, journeyman, or the like.  

IV. Criteria to Consider in Promotion Recommendations  

Candidates applying for promotion should provide evidence of their accomplishments in the following 

three categories: Teaching/Service and Outreach/Scholarship, Creative Activities, and Research. Faculty 

must assign a weight to each category that determines the relative importance of each in comparison 

to others within the following guidelines: Teaching (60%-75%), Service and Outreach (10%-30%), 

and Scholarship, Creative Activities, and Research (10%-30%). Total category weights should sum to 

100%. Candidates for promotion should reference the evaluation checklist for faculty promotion 

distributed by the Office of the Vice President for Academic Affairs each fall.  

A. Performance Criteria: Teaching  

Teaching activities shall constitute 60% to 75% of the weight of the total promotion 

decision, as determined by the applicant. Evaluation of teaching shall be conducted by 

the Instructional Dean, peers, and students. The evaluation shall be based on the 

following criteria (evidence of each should be submitted):  

1. Curriculum and/or program development.  

2. Development and application of current instructional techniques (including 

development of online and computer-assisted course development), etc.  

3. Documentation of teaching methodologies.  

4. Documentation of staying current in his/her field of discipline/specialization.  

5. Student evaluations of the teaching performance.  

 

B. Performance Criteria: Service and Outreach  

Service and outreach activities shall constitute 10% to 30% of the weight of the total 

promotion decision, as determined by the applicant. Evaluation of the service component 

should be based on performance in three areas:  

1. Service to the college, such as performance in the advisement and mentoring of 

students, and College committee and administrative responsibilities; and  

2. Public service to the community as defined by the college’s role and mission; such as 

community service programs; public service consultation; and  

3. Service within the bounds of the applicant’s academic discipline and budgeted 

assignment, such as active contributions to professional associations or 

publications.  

4. Evaluation should be based on all three areas although it is realized that differences 

in emphases may exist.  
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C. Performance Criteria: Scholarship, Creative Activities, and Research  

The following are examples of, but not limited to, appropriate activities for this criterion: 

1. Scholarly pursuits in support of the discipline or the teaching profession, which should 

include typical professional development activities such as taking classes, etc.  

2. Implementation and use of cutting-edge teaching approaches, such as instructional 

technologies and learning theories, etc.  

3. Performances, compositions, and other artistic creations that are evaluated by 

written reviews and by qualified peers, either in person or aided by other forms of 

reports, or both.  

4. Professional or scholarly papers presented at international, national, or 

regional/state meetings.  

5. Publication of research or scholarly works such as books, journal articles, and other 

scholarly papers.  

 

 

SOURCES 

TBR Policy 5:02:02:30 Guidelines for Faculty Promotion (Changes approved by TBR June 2021) 

 

Approved by the NSCC Cabinet 3/8/21 

 

 

https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/policies/faculty-promotion-community-colleges&sa=U&ved=2ahUKEwjt8pax5PX3AhVDZTABHYRiCXcQFnoECAMQAQ&usg=AOvVaw2EETcRA3g4JWrMUrQfO9QT
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02-08-00 Standards for Awarding Credit for Prior Learning  

 

PURPOSE 

The purpose of this policy is to outline the terms and conditions under which Nashville State 

Community College awards and/or transfers credits toward a degree or certificate based on Prior 

Learning Assessment (PLA), and to provide consistent and accessible methods for students to earn 

these credits. These terms and conditions apply to the entire institution, including all departments and 

colleges. Exceptions must be approved by the chief academic officer of the institution.  

 

DEFINITIONS  

Prior Learning Assessment (PLA): PLA is a term used to describe learning gained outside a traditional 

academic environment. Put another way, it is learning and knowledge students acquire while living their 

lives, such as by working, participating in employer training programs, serving in the military, studying 

independently, volunteering or doing community service, and studying open source courseware. In short, 

PLA is the evaluation and assessment of an individual’s life learning for college credit, certification, or 

advanced standing toward further education or training. PLA is not confined to portfolio assessment, 

which is simply one type of PLA (as are CLEP tests, ACE evaluations, challenge exams, etc.).  

 

POLICY   

I. Standards for Awarding PLA Credit 

A. Requirements for PLA credit to be awarded: Academic credit will be awarded only:  

A. For students who have been admitted to the institution.  

B. For students who have declared an academic program.  

C. For courses directly applicable to curriculum requirements of the declared program. 

Changing majors will result in a reassessment of the applicability of the PLA credit.  

B. Parameters for awarding PLA:  

A. External: Any credits awarded for PLA must be in accordance with the Standards of The 

Southern Association of Colleges and Schools Commission on Colleges (SACS Standard 

10.8) and policies and guidelines of the Tennessee Higher Education Commission and 

the Tennessee Board of Regents.   

B. Internal: No more than 75% of the credits in a program may be awarded through PLA. If 

a program accrediting agency imposes a specific maximum for PLA credit that is less 

than 75%, that maximum will be honored for that program.  
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C. How PLA credits may be used in a student’s academic program: PLA credits 

apply toward majors, minors, concentrations, general education requirements, and 

electives that count toward the degree or certificate being sought in the same manner 

as traditional courses. PLA credits shall not be treated differently in their application and use 

than their course equivalencies. PLA credits also satisfy prerequisite requirements in the 

same manner that their course equivalencies do at that institution.  

D. How does PLA credit affect a student’s GPA: Credits awarded for PLA will be applied to 

progression to graduation, but no quality points will be awarded to 

count toward GPA calculation.   

 

II. Types of PLA recognized by Nashville State Community College:  

A. Advanced Placement (AP) Exams: A series of tests developed by the College Board initially 

for AP High School courses. This is also a type of early postsecondary educational opportunity. 

See the Nashville State Catalog for current course credit equivalencies.  

B. College Level Examination Program (CLEP) Exams: Tests of college material offered by the 

College Board. In some circumstances, this is also a type of early postsecondary educational 

opportunity. See the Nashville State Catalog for current course credit equivalencies.  

C. Dual credit program: (as defined by Public Chapter 967) “A postsecondary course, taught in a 

high school by certified secondary instructors, the successful completion of which prepares a 

secondary student to sit for a postsecondary challenge examination, administered under the 

supervision of postsecondary faculty or a consortium approved certified secondary instructor. 

The student's score on the challenge examination shall be used by a postsecondary institution 

for evaluation to determine the granting of postsecondary credit towards a diploma or a 

certificate or an associate or baccalaureate degree.” This is also a type of early postsecondary 

educational opportunity.  

D. Evaluation of Local Training: Program evaluations of non-credit instructional training 

programs through Workforce Development.  

E. Institutional Course Challenge Examination Credit: An academic program may 

allow students to receive credit for a course by taking a Challenge Exam for that 

course. The student must contact the individual program or department to learn about 

the availability and cost of course challenge examinations.  

F. International Baccalaureate Programs (IB): The IB Programme is an internationally 

accepted qualification for entry into institutes of higher education, much like the AP program. 

The Diploma Program is designed for students aged 16 to 19; it is a demanding two-year 

curriculum leading to final examinations. Graduates of the IB program must demonstrate 

competency in languages, social studies, the experimental sciences, and mathematics. See 

the Nashville State Catalog for current course credit equivalencies.  
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G. Locally Evaluated Industry and Workplace Credit: Nashville State may individually evaluate 

non-collegiate instructional programs, such as those for industry certifications, professional 

licensures, apprenticeships, and other local workplace trainings that demonstrate competency 

required for completion of degree or certificate programs. PLA credit can be awarded based 

on evaluation of the training or certification by faculty members in the student’s program. 

Not all training that can be possibly assessed for college level credit is incorporated in 

industry certifications, professional licensures, apprenticeships:  

H. Apprenticeship: Apprenticeship is a combination of on-the-job training and related 

instruction in which workers learn the practical and theoretical aspects of a highly skilled 

occupation. Apprenticeship programs can be sponsored by individual employers, joint 

employer and labor groups, and/or employer associations.  

a. Certification: Certification is a designation earned by a person that ensures the 

individual is qualified to perform a task or job. Certification differs from licensure in 

that certification is an employment qualification and not a legal requirement for 

practicing a profession.  

b. Professional Licensure: Professional licensure protects the public by enforcing 

standards that restricts practice to qualified individuals who have met specific 

qualifications in education, work experience, and exams. Licensure is a means 

by which “permission to practice” is regulated. Licensure is required by law.  

I. Other forms of PLA: Students may earn college credit for additional forms of PLA not 

mentioned above according through a process by which program faculty have determined 

that student prior learning meets student outcomes of a particular class. Assessment of 

course-specific prior learning not defined above should be completed by appropriately 

credentialed faculty/staff approved at the institution granting the assessed credit, 

academically qualified in the assessed discipline and institutional knowledge to assign and 

document credit appropriately and approved by the Instructional Dean.   

J. Portfolio Review Credit (or portfolio assessment credit): A portfolio is prepared by 

the student to demonstrate and validate credit for learning acquired outside of 

the classroom and must be relevant to the student’s degree program. Program faculty 

will use rubrics to evaluate the student portfolio, which will include documentation such 

as certificates of training, work samples, awards and honors, job descriptions, 

performance evaluations, samples of artwork, evidence of self-directed learning, and 

resumes. A portfolio course may be offered by the institution. Assessment of portfolios 

course-specific prior learning should be completed by appropriately credentialed 

faculty/staff approved by the institution granting the assessed credit, academically qualified 

in the assessed discipline and institutional knowledge to assign and 

document credit appropriately.  
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K. Prior Military Training Credit: College credit for military training may be awarded through 

the direct evaluation of the student’s service school transcripts.   

 

SOURCES 

TBR Policy 5:02:02:30 Guidelines for Faculty Promotion 

 

 

RELATED POLICIES  

N/A  

 

Approved by the NSCC Cabinet 6/28/21 

 



 

  

 

 

ACADEMIC AFFAIRS POLICIES 

 
________________________________________________________________________________________ 

02-09-00 Academic Freedom and Responsibility for Faculty  PAGE 1 of 2 

 

02-09-00 Academic Freedom and Responsibility for Faculty  

 

PURPOSE  

The purpose of this policy is to outline academic freedoms and responsibilities assigned to college faculty.  

 

DEFINITIONS  

• Academic Freedom: Freedom in the classroom in discussing his or her subject, being careful 

not to introduce into the teaching unrelated subject matter, freedom in research and in the 

publication of the results, and faculty participation in institutional governance. 

• Academic Responsibility: Responsibility for the development and delivery of educational 

programs and services to students, obligation to participate in tenure and promotion review of 

colleagues as specified in policy, and obligation to take appropriate professional action against 

faculty members who are derelict in discharging their professional responsibilities. 
 

POLICY/GUIDELINE    

TBR Policy 5:02:03:30 Academic Freedom and Responsibility applies to all faculty members at Nashville 

State Community College. This policy is as follows: 

1. The faculty member is entitled to freedom in the classroom in discussing his or her subject, 

being careful not to introduce into the teaching unrelated subject matter. 

2. The faculty member is entitled to full freedom in research and in the publication of the results, 

subject to the adequate performance of their other academic duties, including and consistent 

with any and all policies pertaining to clinical and research practices. Research for financial gain 

must be based upon an understanding with the authorities of the institution, which is 

documented and signed by the faculty member and the appropriate academic officer(s). 

3. The faculty member is a citizen, a member of a learned profession, and an officer of an 

educational institution. When the faculty member speaks or writes as a citizen, they should be 

free from college censorship or discipline, but their special position in the community imposes 

special obligations. As scholars and educational officers, they should remember that the public 

may judge the profession and the college by the faculty member's utterances. Hence, a faculty 

member should at all times be accurate, should exercise appropriate restraint, should show 

respect for the opinions of others, and should make every effort to indicate that they do not 

speak for the college. 

4. Academic freedom is essential to fulfill the ultimate objectives of an educational institution –  

the free search for and exposition of truth – and applies to teaching, research, and faculty 

participation in institutional governance. Freedom in research is fundamental to the 

https://policies.tbr.edu/policies/academic-freedom-and-responsibility
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advancement of truth, and academic freedom in teaching is fundamental for the protection of 

the rights of the faculty member in teaching and of the student to freedom in learning. Faculty 

participation in institutional governance is fundamental to the development and maintenance of 

effective academic policies, national and regional accreditation, and shared responsibility for the 

delivery of educational programs and services to students.  

A. Implicit in the principle of academic freedom are the corollary responsibilities of the 

faculty who enjoy that freedom. Incompetence, indolence, intellectual dishonesty, failure 

to carry out assigned duties, serious moral dereliction, arbitrary and capricious disregard 

of standards of professional conduct – these and other grounds as set forth in TBR Policy 

5.02.03.70 may constitute adequate cause for dismissal or other disciplinary sanctions 

against faculty members. 

5. The right to academic freedom imposes upon the faculty an equal obligation to take 

appropriate professional action against faculty members who are derelict in discharging their 

professional responsibilities. The faculty member has an obligation to participate in tenure and 

promotion review of colleagues as specified in policy. Thus, academic freedom and academic 

responsibility are interdependent, and academic tenure is adopted as a means to protect the 

former while promoting the latter.  

6. While academic tenure is essential for the protection of academic freedom, the full benefits and 

responsibilities of academic freedom extend to all individuals teaching in the TBR System, 

whether or not they are eligible for tenure. 
 

SOURCES  

TBR Policy 5:02:03:30 

 

RELATED POLICIES  

02-02-02 Academic Freedom for Students 

 

Approved by NSCC Cabinet 9/27/21 

https://policies.tbr.edu/policies/academic-freedom-and-responsibility
https://policies.tbr.edu/policies/academic-freedom-and-responsibility
https://policies.tbr.edu/policies/academic-freedom-and-responsibility
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02-10-00 Enrollment of Relatives    

 

PURPOSE 

The purpose of this policy is outline expectations for classroom nepotism. 

 

POLICY/GUIDELINE    

No relatives shall be enrolled in a section of a course taught by the related faculty member. For 

purposes of this policy, relative means a parent, in-law, child, spouse, sibling, grandchild, aunt, uncle, 

first cousin, or other individual who resides in the same household. Any exception to this policy must be 

approved by the Dean/Director and Vice President for Academic Affairs. 

 

SOURCES  

N/A 

 

RELATED POLICIES  

N/A 

 

 

 

Approved by NSCC Cabinet 9/27/21  
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02-11-00 Faculty Schedules 

 

PURPOSE  

The purpose of this policy is to outline the process by which faculty schedules are determined.  

 

DEFINITIONS  

• Instructional Time: Time spent delivering courses in person or engaging with students in 

online/virtual courses. Faculty may elect to teach online and virtual classes remotely.  

• Non-Instructional Time: Time spent on college business, but not in the classroom. This 

includes student advising, work with student organizations/activities, committee service, 

assisting colleagues, program audit and reviews, curriculum development and revision, course 

preparation, participation in professional development activities, assistance with student 

registration and orientation, research, attendance at student services events, community service, 

and other activities designated by the Dean/Director. Faculty may elect to work remotely for up 

to half of their non-instructional time. 

• Discretionary Time: Seven and a half (7.5) hours each week that faculty use to grade, respond 

to emails, prepare for class, and/or other work that is necessary to fulfill job duties. This time is 

not counted as instructional or non-instructional time outlined above. Faculty may elect to work 

remotely for all discretionary time. 
 

POLICY 

In accordance with TBR policy, all full-time Nashville State faculty and staff shall work 37.5 hours per 

week throughout the length of their contract (typically 9 months or 12 months). For faculty, the 37.5 

hours include 30 hours of combined instructional and non-instructional time and 7.5 hours of 

discretionary time. A normal faculty schedule consists of five days. Faculty teaching one or more classes 

after six p.m. may request a four-day schedule. Such requests may be granted by the Dean/Director. 

A full teaching load for the semester is equal to fifteen (15) teaching load credit hours or the equivalent 

per term for fall and spring semesters. All equivalent teaching load activities (released time) shall be 

subject to prior review and approval by the Vice President of Academic Affairs. Any faculty member who 

has one or more low enrollment courses in a given term may be assigned more than thirty credit hours 

per academic year to compensate for the low enrollment course(s) without being paid for an overload, 

or sections of classes may be combined to produce appropriate student enrollments. 

Faculty are expected to be on a campus at least two days per week and may be requested to be on 

campus at specific times for events, meetings, and activities. Deans/Directors may request a faculty 

member to be on campus during specified hours as needed. When working remotely, faculty remain 

available as if they were working on campus.  
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Each semester, faculty will create door schedules that reflect scheduled instructional time (not to include 

online course time) and includes contact information for the faculty member. During non-instructional 

time, whether on campus or remote, faculty will be available to respond to student emails and inquiries 

and meet with students as requested. Faculty shall respond to student inquiries within 1 business day 

and make every effort to schedule a meeting time and modality (in office, by phone, or virtual) that is 

most convenient to the student and within reasonable operating hours. 

 

Summer Instructional and Non-Instructional Time 

Summer teaching is neither expected, required, nor guaranteed. The following table should be used to 

determine the required number of instructional and non-instructional hours on campus or virtual for 

faculty who teach during the 10-week summer term.  

TLC:  Summer Required time, clock hours (instructional + non-instructional): 

1.0 TLC 3 hours per week 

2.0 TLC 6 hours per week 

3.0 TLC 9 hours per week 

4.0 TLC 12 hours per week 

5.0 TLC 15 hours per week 

6.0 TLC 18 hours per week 

7.0 TLC 21 hours per week 

 

SOURCES  

TBR Policy 5:01:00:00, TBR Policy 5:02:04:10 

 

RELATED POLICIES 

N/A 

 

 

Approved by NSCC Cabinet 11/22/21  

 

 

 

https://policies.tbr.edu/policies/general-personnel-policy
https://policies.tbr.edu/policies/faculty-compensation-during-summer-session-and-inter-sessions
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02-13-00 Program Assessment Policy 

 

PURPOSE 

The purpose of this policy is to outline expectations for academic program assessment.  

 

POLICY/GUIDELINE    

Comprehensive, systematic assessment and evaluation of the effectiveness of all aspects of the 

academic program is an ongoing process. The assessment process includes: 

1. Accreditation review of programs eligible for professional accreditation; 

2. Five-year assessment cycle of other degree and certificate programs; 

3. Assessment of continuing education, general education, and academic development programs; 

4. Annual evaluation of all personnel; 

5. Student rating of classroom performance; and 

6. Participation in the Performance Funding program as established by THEC. 

The statewide Performance Funding program awards points and supplemental funding to campuses 

based on points earned through institutional effectiveness. Performance Funding standards include 

assessment of general education and of major fields, placement, enrollment goals, retention rates, and 

Alumni and Enrolled Student Surveys. 

The Vice President for Academic Affairs coordinates academic assessment of programs. Information and 

recommendations resulting from the assessment process are integrated into the institution's strategic 

planning process. 

 

SOURCES  

N/A 

 

RELATED POLICIES  

N/A 

 

Approved by NSCC Cabinet 9/27/21  
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02-14-00 Commencement Attendance  

 

PURPOSE 

The purpose of this policy is to set expectations regarding attendance at graduation exercise.  

 

DEFINITIONS  

N/A 

 

POLICY/GUIDELINE    

Graduation exercises are scheduled each year immediately following the end of spring term. Students 

who have satisfied all requirements for an Associate Degree or Certificate program are encouraged to 

participate in graduation. Students completing degree or certificate requirements during summer term 

may participate in spring graduation exercises of the same year. 

Faculty members are expected to attend all commencement exercises, except when excused by special 

permission of the Vice President for Academic Affairs. Academic caps, gowns, and hoods are required. 

Faculty members may rent Academic regalia from the Bookstore if they do not own regalia.  

 

SOURCES  

N/A 

 

RELATED POLICIES 

N/A 

 

 

 

 

Approved by NSCC Cabinet 9/27/21 
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02-15-00 Professional Development Guidelines and Procedures Policy 

 

PURPOSE 

The purpose of this policy is to indicate the requirement of proposals submitted for professional 

development funds and Professional Development Priorities indicate the weightings used in considering 

funding for requests. 

 

POLICY/GUIDELINE    

1. Professional development funds are approved for an individual for a specific activity. Funds 

cannot be shifted to another activity or another person. Should need arise for an individual to 

replace the funded attendee, a new request may be submitted with a justification provided for 

the replacement of the funded attendee. Such requests will be submitted to the Vice President 

for consideration well in advance of the activity. 

2. Faculty and staff must provide an overview of how their requested professional development 

funds will support their professional development plan. 

3. Multiple individuals attending a conference, workshop or seminar that is not a local event must 

have the approval of the Vice President in advance. Such considerations will be based pong the 

overall benefit that participation of multiple individuals would have on enhancing student 

success. 

4. Program and division funds are for activities directly related to job performance. Funds for such 

activities as employee travel to off-campus sited, attendance at required meetings, or support of 

activities in the discipline or division budget should not be requested through professional 

development funds but should be a part of budget development discussions. 

5. Funds allocated in support of education at another TBR or UT institution should use form PC-

191. Funds allocated for education at a non-TBR or non-UT institution may not exceed current 

TBR designated rates.  

Professional Development Priorities 

All activities must first have a statement indicating how the activity provides direct benefit or support for 

student learning (Form X). Each statement will be reviewed and weighted for its benefit to the college. 

Priority 1: Program-Required Credential 

The category includes any type of education/training/professional development activities, including 

additional degrees and technical training, for an employee who was qualified for a job when he or she 

was hired, but now must acquire additional expertise and/or credentials because of increased 
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industry/accreditation standards. The purpose is to protect quality dedicated faculty from job loss, avoid 

possible program accreditation problems, and/or allow the college to offer essential 

services/instruction. All requests for priority 1 must be forwarded to the president for approval. 

Priority 2: Workshops/Conferences/Seminars 

The category supports participation in workshops, conferences, and seminars which are related to the 

employee’s job. 

• Sub Priority 2A: Individuals who are holding national, state or regional leadership roles in 

professional organizations will be given strong consideration. Individuals who are presenting at 

national, state, or regional conferences or workshops will be given strong consideration. 

• Sub Priority 2B: Individuals who are attending professional workshops, conference of seminars 

will be given due consideration. The effort at this level will be focused on equitable distributions 

of resources across areas of the college and within the various units of the college.  

Priority 3: Institutional Training Programs 

The category of training will provide organizational and professional development activities, typically on 

campus, for a significant number of college employees. The training must focus on enhancing the 

performance of the college employees and have a relationship to supporting student success. 

Priority 4: Additional Degrees 

The category supports the earning of additional advanced degrees which are related to an employee’s 

position. 

Priority 5: Other Requests 

The category is for any request that is not addressed in the earlier priorities. Within this priority first 

consideration would go to training or education credentials that are desirable but not essential to a 

person’s assignment.  

 

SOURCES  

N/A 

 

RELATED POLICIES  

N/A 

 

Approved by NSCC Cabinet 9-27-21 
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02-16-00 Faculty Credentialing Guidelines 

 

PURPOSE 

The purpose of this policy is to outline minimum credentials required for faculty to be assigned to teach 

a credit-bearing class. 

 

POLICY/GUIDELINE 

When assigning a faculty member as instructor of record to a credit-bearing class at Nashville State 

Community College, hiring supervisors must ensure that the faculty member meets or exceeds the 

credentials required by the Tennessee Board of Regents and the Southern Association of Colleges and 

Schools Commission on Colleges (SACSCOC). 

The following guidelines are to be used to define faculty qualifications using faculty credentials: 

1. Faculty teaching general education courses at the undergraduate level: doctorate or master’s 

degree in the teaching discipline or master’s degree with a concentration in the teaching 

discipline (a minimum of 18 graduate semester hours in the teaching discipline). 

2. Faculty teaching associate degree courses designed for transfer to a baccalaureate degree: 

doctorate or master’s degree in the teaching discipline or master’s degree with a concentration 

in the teaching discipline (a minimum of 18 graduate semester hours in the teaching discipline). 

3. Faculty teaching associate degree courses not designed for transfer to the baccalaureate 

degree: bachelor’s degree in the teaching discipline, or associate’s degree and demonstrated 

competencies in the teaching discipline. 

It is understood that in professional, technical, and technology-dependent fields, the emphasis may be 

on overall qualifications of a faculty member, rather than simply academic credentials. While academic 

credentials may well be the standard qualification for faculty members in most cases, other types of 

qualifications may prove to be appropriate; such as, appropriate related work experiences in the field, 

professional licensure and certifications related to the teaching assignment, honors and awards, 

continuing professional development, relevant peer-reviewed publications, and/or continuous 

documented excellence in teaching. 

Faculty rosters shall be created by the hiring supervisor and submitted to the Vice President for 

Academic Affairs (VPAA) for review and approval. Upon approval by the 

VPAA the faculty roster shall be stored in the faculty member credentialing file in Human Resources. 

Instructional Deans shall upload new faculty credentials into Compliance Assist in the semester of their 

initial teaching assignment. 
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SOURCES 

SACSCOC Standard 6.2.a (Faculty qualifications) of the Principles of Accreditation Guidelines. 

 

RELATED POLICIES 

N/A 

 

 

Approved by NSCC Cabinet 9/27/21 
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02-17-00 Grading, Reporting, and Record-Keeping Policy 

 

PURPOSE 

The purpose of this policy is to set expectations for faculty regarding grading, reporting and record 

keeping of student work. 

 

POLICY/GUIDELINE 

The following grading system is used at Nashville State Community College: 

 

Grade  Quality Points/Grade Points  Values per Semester Credit Hour 

A  Superior      4 

B  Excellent      3 

C  Average      2 

D  Passing, but below average   1 

F  Failure      0 

FA  Failure, Attendance-Related  

(unofficial withdrawal)    0 

FN  Failure, Never Attended Class 

(unofficial withdrawal)    0 

P  Pass      0 

S  Satisfactory     0 

U  Unsatisfactory     0 

 

Other marks which may appear on the grade report and/or transcripts are as follows: 

W  Withdrawal – withdrawal from course initiated by the student. 

I  Incomplete – The “I” indicates that the student has not completed all of the course work 

due to such extenuating circumstances as personal illness, death in the family, or other 

justifiable reasons. If the “I” grade is not removed by the deadline, it will be automatically 

changed to an “F”. The deadlines for removal are in the Records Office and listed on 

Academic Calendars found in the catalog and all printed schedules. 
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X  Continuation – The “X” indicates the student attempted a remedial or developmental 

course, but progress was not sufficient to warrant a grade. It carries no connotation of 

failure. It indicates the student, upon the advice of the instructor, should register for the 

same course and takes more time to earn a grade. The “X” grade is restricted to use in the 

R/D courses. An overall maximum of 15 semester hours of “X” is allowed. Veterans who are 

receiving educational benefits cannot be awarded an “X” grade in any course. 

AU  Audit – No grade or credit awarded. 

NR  No grade reported – This grade is assigned when a grade is not issued by the instructor of 

the course. 

 

Grades of “W”, “I”, “X”, “AU”, and “NR” have no grade point value and are not used in computing grade 

point average. 

 

Grade Point Average 

The academic standing of a student is expressed in terms of a quality point average (QPA)/grade point 

average (GPA). When a course is completed, the number of grade points earned is determined by 

multiplying the credit hours earned for that course by the grade points assigned to the letter grade 

earned. Examples on calculating a GPA are found on the Records Office website: www.nscc.edu/records. 

 

Repeating Courses 

For the purpose of raising a grade point average, a student may only repeat a course in which the 

previous grade earned is “C” or lower. Students may be permitted to repeat a course in which a grade of 

B or higher was earned only with the approval of the chief academic officer as an exception to this 

policy. When a course is repeated for the first time, the highest grade is used in the calculation of the 

student’s quality/grade point average. The grade earned in the third and subsequent attempts will be 

used in calculating the QPA/GPA. The credit hours earned by repeating a course will be counted only 

one time in the cumulative total hours earned. In all instances, the highest grade earned is used to 

determine whether the student meets graduation requirements. 

Veterans repeating courses for which they have passing grades (D or higher) are advised to speak with 

the College’s VA certifying official concerning eligibility for benefits since the VA typically does not pay 

to repeat a course that has been successfully completed. 

 

Reporting, and Record-Keeping 

Faculty are required to enter their final grades for the semester using myNSCC. Instructors must 

maintain, either electronically or on paper, detailed grade books. Grade books must include records of 

attendance throughout the semester, all grades earned in the class, and all grades identified by 



 

  

 

 

ACADEMIC AFFAIRS POLICIES 

 
________________________________________________________________________________________ 

02-17-00  Grading, Reporting, and Record-Keeping Policy 

 

 PAGE 3 of 3 

 

assignment (e.g., test, homework, paper). Adjunct and non-returning faculty members must provide the 

office of the division Dean or site Director with a paper copy and/or electronic file of class grades by the 

due date for final grades for that semester/term. Deans/Directors may also ask full-time, continuing 

faculty members to turn in their final grades. Class grade records must be maintained for a minimum 

period of one year from the end of the class. 

 

SOURCES  

N/A 

 

RELATED POLICIES 

N/A 

 

 

 

 

Approved by NSCC Cabinet 10/25/21 
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02-18-00 Evaluation of Student Performance Policy 

 

PURPOSE 

The purpose of this policy is to set expectations for faculty regarding evaluation of student 

performance. 

 

POLICY/GUIDELINE 

Faculty are encouraged to use a variety of means to evaluate student performance. The types of 

evaluations used and the frequency with which they are scheduled must provide sufficient feedback to 

the students during the semester to allow them to periodically assess their progress in the course. All 

class evaluations should be graded and returned to students within one week from the due date for the 

assignment. For planning and evaluation purposes, the College may request that faculty gather 

information from students. Surveys and other requests should be completed as indicated by the 

instructions provided 

 

SOURCES  

N/A 

 

RELATED POLICIES 

N/A 

 

 

 

 

Approved by NSCC Cabinet 9/27/21 
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02-19-00 Course Syllabus Policy 

 

PURPOSE 

The purpose of this policy is set minimum expectations for course syllabi. 

 

POLICY/GUIDELINE 

The Dean is responsible for maintaining the official updated course syllabus for each course offered in 

the division. Each instructor is expected to provide students with access to a copy of the course syllabus 

at the first class meeting and to post the syllabus (accessible and in HTML format) in the learning 

management system prior to the first class meeting. Master Syllabi are located in the course 

descriptions in the NSCC Catalog. 

 

Syllabi should include items 1–19 below: 

1. Course Description – Use catalog description plus other instructor details. 

2. Instructor Information – Name, email, phone, office location, office hours, instructor zoom room link 

3. Class Location – Either physical room location or zoom link 

4. Textbook Information – ISBN, Access Code: (if applicable), Reference Materials, and Supplies 

5. Course Outcomes 

6. Course Competencies 

7. Topical Outline (and/or dated schedule of readings and assignments) 

8. Course Assessment –Type and point/percentage breakdown. 

9. Instructor Grading Policies (based on college policies identified in the catalog) 

10. Grading Scale 

11. Late Work Policy and Make-up Procedures 

12. Attendance Policy 

13. Technology Statement 

14. ADA Compliance Statement 

15. Classroom and Academic Misconduct Policies 

16. Academic Early Alert Statement 

17. Campus Emergency Alert Procedures 

18. Student Wellness Resources 

19. Equity Statement 

20. Inclement Weather and Campus Closing Procedures 
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Copies of course syllabi for each course should be placed on file in the division office or director’s office. 

Master course syllabus templates must be used in all classes to ensure that required information is 

available to student. 

 

SOURCES  

N/A 
 

RELATED POLICIES  

N/A 

 

 

 

Approved by NSCC Cabinet 9/27/21 
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02-20-00 Accessibility Policy 

 

PURPOSE 

This institution is committed to the fundamental academic principles of equity and accessibility by 

providing all students and staff with equitable access to the College's programs, services, events, and 

staff development activities. The goal of this policy is to support an inclusive academic environment by 

incorporating design concepts that reduce or remove barriers and adhere to federal regulations and 

standards for accessibility. This institution will achieve this goal by endorsing this policy through 

procedures which ensure that individuals with disabilities have access to the College instructional, 

informational, marketing, and promotional materials as well as content posted on websites similar to 

individuals without disabilities. 

 

DEFINITIONS 

• Accessibility: The Office for Civil Rights (OCR) at the U.S. Department of Education defines 

accessibility as meaning “when a person with a disability is afforded the opportunity to acquire 

the same information, engage in the same interactions, and enjoy the same services as a person 

without a disability in an equally integrated and equally effective manner, with substantially 

equivalent ease of use.” 

• Web: To include, but not limited to, all websites, Web pages and Web-based software published 

or hosted by the College or used to conduct College business (including remotely hosted sites 

and software) must meet the above standards and indicate in plain text a method of contact for 

Persons with Disabilities having trouble accessing content. 

• Instructional Materials: All electronic instructional materials, optional and required, must be 

Accessible. This includes, but is not limited to, syllabi, textbooks, presentations and handouts 

delivered within the College’s learning management system, via email or via another electronic 

means for face-to-face classes as well as e-learning courses. It also includes electronic 

instructional activities such as instructional videos, online collaborative writing, Web 

conferencing, blogging, etc. 

• Documents: All College produced, maintained or distributed electronic documents must be 

Accessible. This includes, but is not limited to, word processing documents, PDFs, presentations, 

publications and spreadsheets that are scanned, uploaded, posted or otherwise published or 

distributed electronically. 

• Electronic Media: All electronic multimedia resources used by the College for instruction, 

communication, marketing, promotion or other academic or business purposes must be 

Accessible. Video must be closed-captioned and audio-described and audio resources must be 

transcribed. 
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• Software, Hardware and IT Systems: All software, hardware and IT systems used for academic 

and research purposes, administrative and business purposes, and customer service must be 

Accessible and produce Accessible products or content, which includes compatibility with 

assistive technology, provided a commercially available product exists and its purchase would 

not result in undue financial and administrative burdens or a fundamental alteration. If 

Accessible Information Materials and Technology (AIMT) are not fully compliant with 

accessibility standards college must be prepared to make an accommodation. If such 

accommodation is made for faculty or staff, such accommodation shall be made in collaboration 

with Human Resources. 

• Procurement/Purchases: The College will purchase AIMT, that meets or exceeds the above 

Accessibility standards. The College recommends that all applicable Requests for Proposals 

(RFP) and all applicable contracts include language that outlines this requirement and provides 

stipulations for how the vendor is expected to demonstrate compliance. When compliance is 

not met, Alternative Access Plans must be provided. 

 

POLICY/GUIDELINE 

The College shall, in accordance with applicable laws, provide equal opportunity in and access to 

instructional, informational, marketing, and promotional materials as well as content posted on websites 

to ensure the broadest possible community participation in its mission. 

Ensuring equal and effective access is the responsibility of all College departments, programs, events 

and activities, including student organizations. 

The College shall be guided by the World Wide Web Consortium’s Web Content Accessibility Guidelines 

(WCAG), 2.0, Level AA standards for electronic and information technology accessibility, as well as the 

standards established by Section 508 of the 1973 Rehabilitation Act, as amended and the Americans 

with Disabilities Act (ADA). 

Requirements 

1. Digital Accessibility Responsibility 

a. All employees are responsible for the accessibility of digital content they create and/or 

procure. 

2. All colleges, departments and central units are responsible for ensuring access for students to 

their digital content and applications in accordance with current accessibility standards and 

universal design. This standard establishes minimum requirements for the accessibility of 

electronic information, communication, and technology necessary to meet the college's goals 

and ensure compliance with applicable law. 

3. Specific applications are as follows, but not limited to: 

a. Websites 
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b. Instructional materials, in house and vendor provided 

c. Documents 

d. Electronic Media 

e. College Presentations 

f. Software, Hardware, IT Systems, Communication, Digital Content 

4. Universal Design 

a. Content and products should also promote universal design and access. 

5. Web Platform Accessibility Issue Reporting 

a. Accessibility issues may be brought to the attention of the institution by submitting 

accessibility feedback through from statements such as those below. 

b. Statements similar to ones below should be placed at the bottom of every current 

webpage, in every course, and the footer of the College's Course Management System 

e.g. D2L. The statement must include a form of communication. The communication 

method must be accessible. 

i. Nashville State Website: Nashville State is committed to ensuring its web 

content is accessible to everyone. If you have any accessibility questions or 

suggestions, please contact webmaster@nscc.edu. 

ii. NS Online: Nashville State is committed to ensuring its course content, related 

materials, and software is accessible to everyone. If students have any 

accessibility issues, questions, or suggestions, please contact your instructor. If 

instructors have questions or need assistance with improving accessibility within 

D2L, please contact online.learning@nscc.edu 

6. Accessibility Training 

a. Accessibility training, in an online environment, is available to all employees at Nashville 

State Community College who participate in the process of creating or purchasing of 

digital content. 

b. New employee orientation must include accessibility training requirements. 

7. Vendor Contracts and Renewals 

a. Develop, purchase and/or acquire, to the extent feasible, hardware and software 

products that are accessible to people with disabilities. 

b. All contracts and renewals adhere to Nashville State Community College Purchasing 

Policy: 04-04-00. 

 

mailto:webmaster@nscc.edu
mailto:online.learning@nscc.edu
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8. Content for Teaching 

a. Content created by instructors must be created using current accessibility standards. 

i. Any non-accessible content must have an alternative Access Plan which could be 

developed in partnership with the Access Center as needed. 

 

SOURCES 

Americans with Disabilities Act (ADA) Office of Civil Rights overview of Section 504 and Title II US. 

Access Board Section 508 Standards Web Content Accessibility Guidelines (WCAG) 2.0 AA 

 

RELATED POLICIES 

For TBR Guidelines specific to the TBR Accessibility Initiative please visit: https://www.tbr.edu/student-

success/accessibility-initiative NSCC’s purchasing website: 

https://fa.nscc.edu/finance/purchasing/policies/ 

 

 

 

Approved by NSCC Cabinet 10/25/21 

 

 

 

https://www.tbr.edu/student-success/accessibility-initiative
https://www.tbr.edu/student-success/accessibility-initiative
https://fa.nscc.edu/finance/purchasing/policies/
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03-01-00 Admission to Nashville State 

  

PURPOSE 

This policy establishes admissions standards for community colleges governed by the Tennessee Board 

of Regents (TBR). 

 

POLICY/GUIDELINE    

A. Policy Development 

1. Nashville State Community College provides opportunities for collegiate education to all 

qualified applicants without regard to their race, color, sex, religion, national origin, age, 

or disability. 

2. Nashville State shall include its approved Admission Policy in its catalog. 

3. Dual Enrollment admissions policies shall be developed in compliance with TBR Policy 

Early Postsecondary Opportunities 2.01.00.05 and T.C.A. § 49-6-3111. 

B. Policy Revision 

1. Any subsequent change to an approved admission policy shall, prior to implementation, 

be submitted to the Tennessee Board of Regents for review and approval. 

C. Medical or Health Information 

1. Nashville State shall comply with Rules promulgated by the Board of Regents regarding 

requirements for immunization against certain diseases prior to attendance at a system 

institution. 

2. Immunization Rules: 

a. Nashville State asks all applicants for admission to provide health information 

that establishes the applicant’s compliance with the recommended 

immunization schedule for measles, mumps, rubella, and varicella for adults, 

issued by the Center for Disease Control and Prevention (CDC) Advisory 

Committee on Immunization Practices (ACIP). 

i. Proof of prior or current military service shall be considered proof of the 

recommended immunizations. 

ii. Students with proof of graduation from a Tennessee high school after 

2014 shall not be required to submit evidence of the recommended 

immunizations, except as specified below (2b, 2c, 2d). 

https://policies.tbr.edu/policies/early-postseconday-opportunities
https://codes.findlaw.com/tn/title-49-education/tn-code-sect-49-6-3111.html


 

  

 

 
STUDENT AFFAIRS POLICIES 

 
________________________________________________________________________________________ 

03-01-00 Admission to Nashville State  PAGE 2 of 14 

 

iii. Students enrolling in a course of study that is exclusively online and does 

not involve any experiential component shall not be asked to provide 

immunization information. 

b. Except as otherwise required for specific programs of study, failure to provide 

documentation of recommended immunization shall not be a bar to admission; 

however, should the college experience an outbreak of a communicable disease, 

all students without documented immunization for the disease shall be 

presumed to be unimmunized and subject to immunization, quarantine or 

isolation recommendations for the purposes of public health disease control. 

c. Notwithstanding the forgoing, any applicant to a program that involves 

interaction with children, such as a teacher education or early childhood 

education training program, must present proof of compliance with the 

recommended 2-dose immunization schedule for mumps, rubella, and varicella 

for adults, issued by the CDC-ACIP. 

d. Notwithstanding the foregoing, any applicant enrolling in a school of nursing, 

laboratory technology, or any other allied health profession must present proof 

of compliance with the immunization schedule for healthcare personnel issued 

by the CDC-ACIP. 

3. Information Provided to Students 

a. Nashville State shall provide each new incoming student with detailed 

information concerning the risk factors for hepatitis B infection and the 

availability and effectiveness of vaccine for persons who are at risk of the 

disease. 

b. Nashville State shall provide each new incoming student with detailed 

information concerning the recommended immunization schedule for measles, 

mumps, rubella and varicella for adults issued by the Center for Disease Control 

Advisory Committee on Immunization Practices, and the availability and 

effectiveness of the recommended vaccines. 

c. Each new incoming student shall return a completed waiver form indicating that 

the college has provided the information required in this section. 

4. Exemptions 

a. A student who is required to show proof of immunization under these rules may 

be exempted from the requirements only under the following circumstances: 
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i. Where a physician licensed by the board of medical examiners, the 

board of osteopathic examiners or a health department certifies in 

writing that a particular vaccine is contraindicated for one (1) of the 

following reasons: 

o The individual meets the criteria for contraindication set forth in 

the manufacturer’s vaccine package insert. 

o The individual meets the criteria for contraindication published 

by the CDC-ACIP. 

o In the best professional judgment of the physician, based upon 

the individual’s medical condition and history, the risk of harm 

from the vaccine outweighs the potential benefit. 

b. Where a parent or guardian or, in the case of an adult student, the student 

provides to the institution a written statement, affirmed under penalties of 

perjury, that vaccination conflicts with the religious tenets and practices of the 

parent or guardian or, in the case of an adult student, the student. 

 

PROCEDURES 

A. Residency Classification. Upon admission to the college, the Office of Admissions classifies 

each student as a resident or non-resident. Ordinarily, it is presumed that a person entering 

Tennessee from another state or country to attend college does so intending to remain only for 

the period of attaining his or her educational degree. 

All decisions regarding residency classification are made for the purpose of paying fees and 

tuition and are based on the Tennessee Board of Regents Policy No. 3:05:01:00. Copies of these 

policies are available in the Office of Admissions. The College may require proof of relevant facts 

regarding residency. The responsibility for residency classifications rests with the Director of 

Admissions, and all documentation should be submitted with an In-State Residency Application 

to the Office of Admissions. Students who disagree with the final decision may submit an appeal 

in writing to the Vice President of Student Affairs and Enrollment Management. 

B. Admission of International Non-Immigrant Applicants. NSCC is authorized under federal law 

to enroll non-immigrant students on F-1 student status in its Associate degree programs and 

English as a Second Language (ESL) classes. Applicants are subject to meeting admissions 

deadlines, which can be found in the International Student Letter (PDF). Applicants should have 

the following credentials on file in the Office of Admissions one month prior to the start of the 

semester in which they wish to enroll: 
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1. Application: A completed application for admission. 

2. High School and Transfer Credentials: Official copies of academic records of attendance 

from secondary schools, colleges, or universities accompanied by a certified English 

translation of these documents. 

3. Immunization and Health History: 

a. Show proof of two doses of measles, mumps, and rubella vaccination and two 

doses of Varicella (chickenpox) vaccination. 

b. A certificate from a licensed physician or other medical authority verifying 

freedom from tuberculosis. This certificate must be submitted to the Office of 

Admissions within 30 days from the first day of classes to continue enrollment. If 

the student either has or potentially has tuberculosis requiring medical 

treatment, continued enrollment depends upon the decision of a licensed 

physician that the student's enrollment is not a risk to others and upon the 

student's compliance with any prescribed medical treatment. 

4. Testing requirements: Official scores of the Test of English as a Foreign Language (TOEFL) 

for international students who are seeking an Associate degree. A minimum score of 500 

on the paper-based version, a minimum score of 173 on the computer-based version, or 

a 61 on the internet-based version is required for admission. Course work completed at 

another United States college or university or graduation from a United States high 

school may be used in lieu of TOEFL. 

Additional institutional placement assessment such as the Michigan Plus Language 

Proficiency Test and/or the math portion of the placement test is required of all 

international students (See Degree-Seeking Non-Immigrant Status other than F-1 

section that follows). Any academic skills deficiencies must be removed through 

enrollment in college prep courses. Our TOEFL code number is 1149. International 

students who are non-degree seeking ESL students are not required to submit TOEFL 

scores, unless, after completing ESL requirements, they decide to be degree-seeking 

and/or take college-level courses. Non-degree ESL students will take the English 

language placement test for placement in ESL courses. 

5. Financial Requirements: Satisfactory evidence of the financial capability to meet the 

expense involved while studying at NSCC. Applicants on F-1 status must also complete 

the appropriate form, provided by the college, showing financial capability. Completion 

of this form includes the student's intent to attend the college on a full-time basis (12 or 

more credit hours per semester) and states that no employment will be required to meet 
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expenses. International students will pay out-of-state fees and are not eligible for Title IV 

funding. 

6. Insurance Requirements: All foreign non-immigrant students with F-1 visas must enroll in 

the TBR Student/Scholar Health & Accident Insurance Plan as a condition of admission 

and continued enrollment. 

C. Admission to Medical, Nursing, and Allied Health Programs. 

1. Nashville State shall require that all persons admitted to such programs: 

a. Provide evidence through a health verification form, that at a minimum, establish 

the applicant’s compliance with the rules promulgated by the Tennessee 

Department of Health regarding requirements for immunization against certain 

diseases, including the hepatitis B vaccine, and other communicable diseases. 

b. Be, with reasonable accommodation, physically and mentally capable of 

performing the essential functions of the program as defined in writing by the 

institution. 

D. Readmission. Any former NSCC student who has not been enrolled for over one year and who 

wishes to return to the college is considered a readmit student. Students seeking a readmission 

status must: 

1. Application: Submit an application for admission. 

2. College and High School Credentials: Submit an official transcript from each college or 

university attended since leaving NSCC. If it has been more than five (5) years since 

attending NSCC, all transcripts must be resubmitted (high school, GED, college, etc.). 

3. Eligibility: Be eligible for readmission under the college's admissions policy. 

4. Testing Requirements: Students may take the placement assessment if they do not meet 

one of the following conditions: 

a. Meet ACT requirement as outlined above under Degree Seeking Students. 

b. Have previously earned college credit for first-term math or English. 

c. If students do not meet the above criteria and do not wish to take the placement 

assessment, then students will be required to enroll in Learning Support co-

requisite courses. The test for English as a Second Language may be reassessed 

if an applicant's native language is not English. 

5. Immunizations: Submit the health history form for hepatitis B, chicken pox and measles, 

mumps and rubella vaccinations. Proof of vaccinations are only required if an outbreak 

were to occur. Forms may be obtained from the Office of Admissions or online. Official 
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copies of State Health Department or military immunization forms will be accepted in 

lieu of the health history form. 

6. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to verify that any 

student seeking a state public benefit is either a United States citizen or lawfully present 

in the United States. Applicants must provide proof of citizenship or lawful presence. See 

the Admissions Office for acceptable documents. 

E. Application Fee 

1. TBR institutions are prohibited from charging an application fee. 

 

Community College Degree Admission 

A. Admission of First-Time Freshmen 

1. Application: Submit a completed application for admission. All information must be 

completed on the application. Failure to submit a complete and accurate application 

delays processing your application. 

2. High School Credentials: All applicants must graduate from a state approved high school, 

home school, or receive a high school equivalency diploma (such as the GED or HiSET) 

and submit to the Office of Admissions an "official" high school transcript or an "official" 

copy of high school equivalency scores. An "official" transcript is one that is mailed 

directly to the Office of Admissions by the high school guidance counselor or one that is 

submitted in an envelope sealed and stamped or initialed by the guidance counselor. An 

official high school equivalency transcript is one mailed directly to the Office of 

Admissions by the testing agency or one that is submitted in an envelope sealed and 

stamped or initialed by the testing agency. Electronic transcripts will also be accepted, as 

long as they are submitted through a secure electronic transcript provider. 

Admission will be granted to freshmen applicants who hold a recognized diploma that 

includes a distribution of college preparatory courses, such as those required in the core 

elements of the Tennessee High School Diploma. Applicants who graduated prior to the 

adoption of the Tennessee Diploma Project curriculum by TBR are exempt from diploma 

requirements, with the exception of those in T.C.A. § 49-7-110. 

The transcript of a non-public high school (including home-schools, private schools and 

church-related schools) student should be an official copy from an affiliated 

organization as defined by state law (T.C.A.§ 49-50-801 and T.C.A. § 49-6-3050). 
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Transcripts from independent home-schooled students must be accompanied by 

certification of registration with the superintendent of the local education agency that 

the student would have otherwise attended. 

Applicants must graduate with a regular diploma or higher. Those applicants unable to 

provide a satisfactory secondary school credential may substitute acceptable high school 

equivalency scores. The minimum acceptable score for the GED is 450 with no sub-score 

less than 410. The minimum acceptable score for the HiSET is 10. 

Tennessee public high school graduates' transcripts must include a notation indicating the 

student passed any required state proficiency exams, beginning with the class of 1983. 

3. Immunization: Submit the health history form for Hepatitis B, Chicken Pox/Varicella, and 

Measles, Mumps, and Rubella vaccinations. Proof of vaccinations are only required if an 

outbreak were to occur. Forms may be obtained from the Office of Admissions or online. 

Official copies of the State Health Department or military immunization forms will be 

accepted in lieu of the health history form. 

4. Selective Service: Male applicants between the ages of 18 and 26 must show proof of 

Selective Service registration. Applicants must meet this requirement prior to registration. 

Selective Service registration forms may be obtained from the Office of Admissions. 

5. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to verify that any 

student seeking a state public benefit is either a United States citizen or lawfully present 

in the United States. Applicants must provide proof of citizenship or lawful presence. See 

the Admissions Office for acceptable documents. 

6. Testing Requirements: Nashville State will not use standardized scores for admission 

purposes, but may use them for advisement and placement purposes, in accordance 

with TBR Learning Support Policy No. 2:03:00:02. 

a. Applicants may submit ACT or SAT scores that are no more than five years old to 

determine placement level. Request your report 

(http://www.act.org/content/act/en/products-and-services/the-

act/scores/sending-your-scores.html) from American College Testing, Inc. 

NSCC's ACT code is 3983. 

b. Testing for English as a Second Language will be required if the applicant does 

not have college level placement scores and the native language is not English. 

c. Applicants have the option to undergo placement testing through NSCC to 

determine college level readiness. 

http://www.act.org/content/act/en/products-and-services/the-
http://www.act.org/content/act/en/products-and-services/the-
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d. Applicants that do not submit standardized scores or take the college placement 

exam will automatically be enrolled in Learning Support co-requisite courses. 

Enrollment in those courses is mandatory due to the absence of test scores. 

B. High School Course Requirements 

1. Admission will be granted to freshmen applicants who hold a recognized high school 

diploma that includes a distribution of college preparatory courses, such as those 

required in the core elements of the Tennessee High School Diploma. 

2. Applicants who graduated prior to the adoption of the Tennessee Diploma Project 

curriculum by the TBR who hold a high school diploma are exempt from the diploma 

requirements with the exception of those in T.C.A. § 49-7-110. 

3. Admission will be granted for students who submit a high school diploma from a 

church-related school or home school as defined by T.C.A. § 49-50-801 and T.C.A. § 49-

6-3050. 

a. Church-related or home school students who do not present valid ACT, SAT, or 

other approved assessment scores at time of admissions may be subject to 

program assessments to determine program eligibility consistent with TBR 

Learning Support Policy No. 2.03.00.02. 

4. Out-of-State Applicants. Applicants who are residents of states other than Tennessee are 

subject to the same admission requirements as in-state applicants. 

C. Admission of Transfer Students 

1. Application: Submit a completed application for admissions. All appropriate spaces must 

be completed on the application. Failure to submit a complete and accurate application 

will result in a delay in processing your application. 

2. Transfer Credentials: Submit transcripts from all previously attended institutions. 

Transcripts should be mailed directly to the Office of Admissions from the sending 

institution. Electronic transcripts will also be accepted as long as they are submitted 

through a secure electronic transcript provider. For the convenience of the applicant, the 

college will accept "official" transcripts hand carried by the applicant, when they are in an 

envelope sealed by the Records Office of the previous college attended. If the seal has 

been tampered with in any way, the "official" designation of the transcript will be voided, 

and the applicant will be required to submit another "official" transcript. An initial 

evaluation of the transcript will be completed. Credentials must include a complete record 

of credits earned and college record of grades. Transcripts with "in progress" grades will 

be deemed unofficial. College prep course work taken at other TBR institutions will be 
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posted to the applicant's NSCC record and be considered in the number of attempted 

hours but are not counted as hours earned toward the program of study. 

3. High School Credentials: Students are required to submit an "official" high school 

transcript, "official" GED score report or state approved high school equivalency exam 

results. If the student has earned an associate degree or higher from a postsecondary 

institution accredited by an agency recognized by the U.S. Department of Education, the 

student is not required to provide the official high school transcript, or HiSET/GED 

certificate showing a passing score. See "First-time Student" Item 2 for more details. 

4. Immunizations: Submit the health history form for Hepatitis B, Chicken Pox and Measles, 

Mumps and Rubella vaccinations. Proof of vaccinations are only required if an outbreak 

were to occur. Forms may be obtained from the Office of Admissions or online. Official 

copies of State Health Department or military immunization forms will be accepted in 

lieu of the health history form. 

5. Testing Requirements: Applicants will have transcripts evaluated for proof of competency 

in the areas of reading, writing, and mathematics. Applicants lacking acceptable college 

level work in those areas may do one of the following: 

a. Submit ACT or SAT scores that are no more than five years old. 

b. Take the college placement exam to determine college level readiness. 

c. Automatically be enrolled in Learning Support coursework. Enrollment in 

Learning Support would be mandatory due to the absence of test scores or 

successful completion of college level coursework. 

d. English as a Second language testing will be required of applicants that do not have 

satisfactory English Composition I credit and English is not the native language. 

6. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to verify that any 

student seeking a state public benefit is either a United States citizen or lawfully present 

in the United States. Applicants must provide proof of citizenship or lawful presence. See 

the Admissions Office for acceptable documents. 

7. Selective Service: Male applicants between the ages of 18 and 26 must show proof of 

Selective Service registration. Applicants must meet this requirement prior to 

registration. Selective Service registration forms may be obtained from the Office of 

Admissions. 

8. Transfer applicants who do not meet the Admissions standards of NSCC or whose last 

term of enrollment resulted in academic suspension may be admitted on academic 
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probation and may be required to undergo placement assessment. Enrollment in those 

courses indicated by the results of the assessment is mandatory. 

9. Transfer applicants whose last term of attendance at NSCC resulted in academic 

suspension and who are currently serving a suspension at another institution may meet 

with the Associate Vice President of Student Services and Student Life to begin the 

academic review process (See Academic Action Appeals). If admission is recommended 

by the Academic Review Committee, the applicant may be required to undergo 

placement assessment as noted in item 6 or 7 above. 

D. Non-Degree Admission for Community College Applicants 

1. Technical Certificates 

a. Application: Submit an application for admission. 

b. High School Credentials: Submit an official copy of high school transcript 

showing graduation with a regular or honors diploma or an "official" GED score 

report or state-approved high school equivalency exam results. Requirements 

for acceptable high school transcripts/state-approved high school equivalency 

are detailed in high school credentials for degree-seeking students. 

c. Immunizations: Submit the health history form for Hepatitis B, Chicken Pox and 

Measles, Mumps and Rubella vaccinations. Proof of vaccinations are only 

required if an outbreak were to occur. Forms may be obtained from the Office of 

Admissions or online. Official copies of State Health Department or military 

immunization forms will be accepted in lieu of the health history form. 

d. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to verify that any 

student seeking a state public benefit is either a United States citizen or lawfully 

present in the United States. Applicants must provide proof of citizenship or lawful 

presence. See the Admissions Office for acceptable documents. 

e. Testing Requirements: Placement assessment will be required if the certificate has 

college-level course work or learning support prerequisites. Applicants may 

complete one of the following: 

i. Submit ACT or SAT scores that are no more than five years old. 

ii. Take the college placement exam to determine college-level readiness. 

iii. Submit an official copy of a college transcript(s) showing successful 

completion of college-level English and Math. 
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iv. Automatically be enrolled in Learning Support coursework. Enrollment in 

Learning Support would be mandatory due to the absence of test scores 

or successful completion of college-level coursework. 

v. English as a Second language testing will be required of applicants that 

do not have satisfactory English Composition I credit and English is not 

the native language. 

2. Special Student 

a. Application: Submit a completed application for admission. 

b. High School Credentials: Student must be high school graduates, have the GED or 

other state-approved high school equivalency exam. Documents showing 

graduation or state-approved high school equivalency must be submitted to the 

Office of Admissions. One exception to this requirement is students 18 years of age 

or older who have not earned a high school diploma, are not enrolled in high school 

and are seeking admissions only to pursue study in GED preparatory courses. 

c. Immunizations: Submit the health history form for Hepatitis B, Chicken Pox and 

Measles, Mumps and Rubella vaccinations. Proof of vaccinations are only 

required if an outbreak were to occur. Forms may be obtained from the Office of 

Admissions or online. Official copies of State Health Department or military 

immunization forms will be accepted in lieu of the health history form. 

d. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to verify that any 

student seeking a state public benefit is either a United States citizen or lawfully 

present in the United States. Applicants must provide proof of citizenship or lawful 

presence. See the Admissions Office for acceptable documents. 

There is no limit on the number of hours a special student can pursue. Although special 

students are not required to complete normal assessment procedures, they should 

realize that the content of college-level courses assumes mastery of fundamental 

knowledge, skills, and aptitudes required for the course. Special students may not 

enroll in a college-level English or mathematics course, or in a course that has an 

English or mathematics prerequisite until they have provided evidence of adequate 

preparation for these courses. This evidence may consist of college transcripts, or 

placement test scores/ACT or SAT examination scores, as well as English as a Second 

Language test score results. If placement scores cannot be provided, students will be 

required to enroll in Learning Support co-requisite courses. 
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If a special student decides to pursue an Associate degree, the student must meet all 

admissions requirements as described for the degree-seeking student. 

3. Transient 

a. Application: Submit an application for admission. 

b. College Credentials: Submit official college transcript(s) or take the placement 

assessment if the student wishes to enroll in college-level English or math. 

Students may provide a Transient Student Approval Request form in lieu of 

official college/university transcripts. The form may be obtained online or from 

the Admissions Office. 

c. Immunizations: Submit the health history form for Hepatitis B, Chicken Pox and 

Measles, Mumps and Rubella vaccinations. Proof of vaccinations are only 

required if an outbreak were to occur. Forms may be obtained from the Office of 

Admissions or online. Official copies of State Health Department or military 

immunization forms will be accepted in lieu of the health history form. 

d. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to very that any 

student seeking a state public benefit is either a United States citizen or lawfully 

present in the United States. Applicants must provide proof of citizenship or 

lawful presence. See the Admissions Office for acceptable documents. 

4. Dual Enrollment 

 To enroll in the Dual Enrollment program applicants must: 

a. Be a junior or senior in high school. 

b. Have a minimum sub-score of 19 on the ACT in math and reading and a sub-

score of 18 on the English portion. 

c. Meet all prerequisites of the course or courses in which they wish to enroll. 

d. Have written permission from their high school principal or counselor and parent 

or guardian. 

e. Students who are 18 years of age or older at the time of application must 

provide proof of citizenship or lawful presence. See the Admissions Office for 

acceptable documents. 

5. Joint Enrollment 

 To enroll in the Joint Enrollment Program applicants must: 

a. Be a junior or senior in high school. 
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b. Have a minimum sub-score of 19 on the ACT in math and reading and a sub-

score of 18 on the English portion. 

c. Meet all prerequisites of the course in which they wish to enroll. 

d. Have written permission of parent or guardian. 

e. Students who are 18 years of age or older at the time of application must 

provide proof of citizenship or lawful presence. See the Admissions Office for 

acceptable documents. 

6. Academically Talented 

 To enroll as “academically talented/gifted” student applicants much: 

a. Be in the 9th, 10th, 11th, or 12th grades. 

b. Have a minimum overall G.P.A. of 3.2 on a 4.0 scale. 

c. Have a minimum sub-score of 19 on the ACT in math and reading and a sub-

score of 18 on the English portion. 

d. Meet all prerequisites of the course in which they wish to enroll. 

e. Have written approval of high school principal or counselor and parent or 

guardian. 

f. Students who are 18 years of age or older at the time of application must 

provide proof of citizenship or lawful presence. See the Admissions Office for 

acceptable documents. 

7. Audit and No-Credit Admission 

a. Application: Submit an application for admission. 

b. Citizenship: Effective October 1, 2012, the Tennessee Eligibility Verification for 

Entitlements Act (EVEA) requires public colleges and universities to verify that 

any student seeking a state public benefit is either a United States citizen or 

lawfully present in the United States. Applicants must provide proof of 

citizenship or lawful presence. See the Admissions Office for acceptable 

documents. 

c. Immunizations: Submit the health history form for Hepatitis B, Chicken Pox and 

Measles, Mumps and Rubella vaccinations. Proof of vaccinations are only 

required if an outbreak were to occur. Forms may be obtained from the Office of 

Admissions or online. Official copies of State Health Department or military 

immunization forms will be accepted in lieu of the health history form. 
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d. Enroll in classes on a space-available basis the first day of late registration. No 

late registration fee is assessed, and the enrollment in certain classes may be 

limited or denied based upon space availability. 

e. You may NOT change status from credit to audit or audit to credit once officially 

enrolled. 

f. The student is expected to attend class but does not receive a letter grade or credit 

for the course. "AU" will appear on the student's record for completion of an audit 

course. Audit hours are counted in determining a student's maximum course load. 

g. The student may NOT audit college-prep courses. 

h. A state employee may NOT use a fee waiver to audit courses. 

 

SOURCES 

• https://policies.tbr.edu/policies/admissions  

• Immunizations 

• T.C.A. § 49-7-110 

• T.C.A. § 49-50-801 and T.C.A. § 49-6-3050 

• Section 504 of the Rehabilitation Act of 1973 (Non-discrimination on the Basis of Handicap) and 

the Americans with Disabilities Act of 1990 

• T.C.A. § 49-7-124 and T.C.A. § 49-7-125 

• Rules of TN Board of Regents Chapter 0240-02-09, Student Immunization Requirements 

 

RELATED POLICIES 

• TBR 2.03.00.00 Admission at the Community College 

• TBR Policy 2.03.01.01 Undergraduate Academic Retention Standards 

• TBR Policy 2.01.00.00 General Education & Degree Requirements, Sections II and III 

• TBR Policy 2.03.00.02 Learning Support 

• TBR Policy 3.05.01.00 Regulations for Classifying Students In-State and Out-of-State for the 

Purposes of Paying College 

• TBR Policy Early Postsecondary Opportunities 2.01.00.05 and T.C.A. § 49-6-3111  
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03-02-00 Academic Standards and Retention 

 

PURPOSE 

The purpose of this policy is to establish minimum criteria for undergraduate academic retention 

standards at the college under the governance of the Tennessee Board of Regents. 

 

POLICY/GUIDELINE    

The following grading system is used at Nashville State Community College: 

 

Grade  Quality Points/Grade Points 

                                                                                

Values per Semester Credit Hour 

A  Superior       4 

B  Excellent       3 

C  Average       2 

D  Passing, but below average     1 

F  Failure        0 

FA  Failure, Attendance-Related (unofficial withdrawal)  0 

FN  Failure, Never Attended Class (unofficial withdrawal) 0 

P  Pass        0 

S  Satisfactory       0 

U  Unsatisfactory       0 

 

Other marks which may appear on the grade report and/or transcripts are as follows: 

W  Withdrawal – withdrawal from course initiated by the student. 

I  Incomplete – The “I” indicates that the student has not completed all of the course 

work due to such extenuating circumstances as personal illness, death in the family, 

or other justifiable reasons. If the “I” grade is not removed by the deadline, it will be 

automatically change to an “F”. The deadlines for removal are in the Records Office 

and listed on Academic Calendars found in the catalog and all printed schedules. 
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X  Continuation – The “X” indicates the student attempted a remedial or developmental 

course, but progress was not sufficient to warrant a grade. It carries no connotation 

of failure. It indicates the student, upon the advice of the instructor, should register 

for the same course and takes more time to earn a grade. The “X” grade is restricted 

to use in the R/D courses. 

An overall maximum of 15 semester hours of “X” is allowed. Veterans who are 

receiving educational benefits cannot be awarded an “X” grade in any course. 

AU Audit No grade or credit awarded. 

NR  No grade reported. This grade is assigned when a grade is not issued by the 

instructor of the course. 

Grades of “W”, “I”, “X”, “AU”, and “NR” have no grade point value and are not used in computing grade 

point average. 

Grade Point Average 

The academic standing of a student is expressed in terms of a quality point average (QPA)/grade point 

average (GPA). When a course is completed, the number of grade points earned is determined by 

multiplying the credit hours earned for that course by the grade points assigned to the letter grade 

earned. Examples on calculating a GPA are found on the Records Office website: www.nscc.edu/records. 

Dean’s List 

Degree- and certificate-seeking students who achieve a term QPA/GPA of at least 3.5 during any 

semester in which they are at least part-time (six hours) will be listed on the Dean’s List based on 

college-level course work. 

President’s List 

Degree and certificate-seeking students who achieve a term QPA/GPA of at least 4.0 during any 

semester in which they are at least part-time (six hours) will be listed on the President’s List based on 

college-level course work. 

Repeating Courses 

For the purpose of raising a grade point average, a student may only repeat a course in which the 

previous grade earned is “C” or lower. The Academic Dean of the discipline course must approve any 

exception to this before the student registers to repeat the course. When a course is repeated for the 

first time, the last grade earned is used in the calculation of the student’s quality/grade point average 

regardless of which grade is higher. The grade earned in the third and subsequent attempts will be used 

in calculating the QPA/GPA. The credit hours earned by repeating a course will be counted only one 

time in the cumulative total hours earned. In all instances, the last grade earned is used to determine 

whether the student meets graduation requirements. 
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Veterans repeating courses for which they have passing grades (D or higher) are advised to speak with 

the College’s VA certifying official concerning eligibility for benefits since the VA typically does not pay 

to repeat a course that has been successfully completed. 

Academic Fresh Start  

TBR Policy 2.03.01.01 

1. “Academic Fresh Start” is a plan of academic forgiveness which allows undergraduate students 

who have experienced academic difficulty to make a clean start upon returning to college after 

an extended absence. 

2. The Academic Fresh Start allows eligible students to resume study without being penalized for 

his/her past unsatisfactory scholarship and signals the initiation of a new QPA/GPA to be used 

for determining academic standing. 

Institutional Terms of the Fresh Start 

1. The student must not have been enrolled at a higher education institution for a period of four years. 

2. The student must have previously earned course credit with Nashville State Community College. 

3. The student must not have earned a credential (degree, certificate, diploma, etc.) from another 

higher education institution previously. 

4. Courses in which a grade of “F” (and “D” grades if they can’t be used to count toward the 

degree) will be excluded from the students GPA and earned hours but will remain as part of the 

academic record. 

5. Complete and submit the Academic Fresh Start form to the Director of Records and Registration 

in the Records Office. The form can be found on the Records website at the following address: 

www.nscc.edu/records. If approved, the student is only granted an Academic Fresh Start once. 

Grade Appeals 

A student who believes that an error has been made in the grade assigned for a course may appeal 

his/her grade. The appeal must be initiated during the semester immediately following the semester in 

which the grade was posted (summer semester will be considered in determining the following 

semester). Grade appeals are allowed only when 1) the instructor has not used criteria stated in the 

course syllabus, 2) has applied criteria inequitably, or 3) has made errors in the calculation or recording 

of a grade. In all cases, the student will assume the burden of proof with respect to these issues. The 

Student Grade Appeal Form for documenting this step may be obtained from the division Dean, any 

satellite campus, or www.nscc.edu. 

 

 

https://policies.tbr.edu/policies/undergraduate-academic-retention-standards
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Steps for an Appeal 

1. The student must try to consult with the instructor to provide a satisfactory resolution to the 

appeal. The student must also document his/her contact, or attempts to contact, the instructor. 

The Student Grade Appeal Form for documenting this step may be obtained from the division 

Dean, any satellite campus, or www.nscc.edu. The only exception to this step in the process is in 

the case that the instructor is no longer employed at the college or is unavailable so that it is 

impossible to contact the instructor. In the event the student cannot contact the instructor, the 

student may contact the instructor’s division Dean or Campus Director who will attempt to 

contact the instructor. If both parties are unable to contact the instructor, the Dean/Director 

may act on the instructor’s behalf in reviewing the grade appeal. 

2. If the appeal cannot be resolved between the student and the instructor, the student may 

appeal, in writing, to the appropriate faculty supervisor: division Dean for NSCC online courses 

or those on the Nashville campus, or the Campus Director for courses at a satellite campus. To 

continue the appeal, the student must present the completed Student Grade Appeal Form to 

the appropriate supervisor. The Dean/Director will attempt to resolve the appeal in consultation 

with the instructor and/or the student. This step must be completed during the semester 

following the semester in which the grade was earned and must be documented using the 

Student Grade Appeal Form. Both the student and the faculty member will be notified of the 

decision of the Dean/Director in writing, to include the grade appeal form. 

3. Both the student and faculty member have 10 business days from the Dean’s/Director’s 

response to appeal the decision. If the course in question took place on a satellite campus, the 

next level of appeal is to the appropriate instructional Dean. In such a case, the appeal process 

will be the same as outlined in 2 above. To continue the appeal further, the student or faculty 

member must present a copy of the completed Student Grade Appeal Form which clearly 

explains the basis of the appeal, the evidence of the appeal, supporting documentation, and the 

signatures of the instructor and division Dean to the Vice President of Academic Affairs. The Vice 

President will utilize any resources available to resolve the grade conflict within 15 business days 

from the date submitted to the office. 

4. The Vice President of Academic Affairs will notify the student, the instructor and the division 

Dean of their decision in writing, to include the grade appeal form. Both the student and faculty 

member have 10 business days from the Vice President’s response to appeal the decision, in 

writing, through a hearing of an Academic Appeals Committee. To appeal, the student or faculty 

must present a copy of the completed Student Grade Appeal Form which clearly explains the 

basis of the appeal, the evidence of the appeal, supporting documentation, and the signatures 

of the instructor, division Dean and Vice President of Academic Affairs. Appeals should be 

submitted to the Associate Vice President of Academic Affairs.  

The Associate Vice President for Academic Affairs will call a meeting of the Academic Appeal 

Committee with, at a minimum, faculty representation from all academic divisions. If necessary, 

the presence of a non-voting content specialist can be requested by the committee once 
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supporting documentation has been reviewed. The Academic Appeals Committee Chair shall 

notify the student, the instructor, and the Vice President of Academic Affairs of the time and 

location of the hearing in writing. The committee shall have the power to allow the assigned 

grade to stand or to be changed. Its decision must be formally announced to all parties in 

writing. The time schedule allowed for completion of the action of the Committee shall be 15 

business days. The hearing committee procedures will provide due process as outlined in the 

Nashville State Student Code of Conduct. Pending resolution of the appeal, consequences of the 

contested grade will stand.  

Appeal of decisions of the Academic Appeals Committee can be made in writing within 10 

business days, by any party, to the President, whose decision will be final. 

Retention Standards 

TBR Policy 2.03.01.01 

1. The minimum quality point average required to achieve the associate degree is 2.0. 

2. In addition, a student who fails during any term to attain a cumulative GPA of at least 2.0for the 

credit hours attempted will be placed on academic probation for the subsequent term. 

3. At the end of the next term of enrollment, a student on academic probation who has failed to 

attain a 2.0 GPA for that term will be suspended for a minimum of one term. The summer term 

may not be counted as the term of suspension, unless institutional policies provide for multiple 

term suspension. 

4. The policies shall be based on factors of extenuating circumstances and hardship. 

Academic Probation and Suspension 

1. Academic probation and suspension are based on the college’s retention standards as described 

previously. 

2. Probation: Once a student falls below the minimum cumulative GPA of 2.0, they will be placed 

on a probationary status. While on probation, the student must attain a minimum term GPA of a 

2.0. The student will remain on probation until the minimum required cumulative GPA is 

attained. However, if the student falls below a term GPA of 2.0 while on probation, the student 

will be placed on a one-term suspension. Note: If a student is placed on suspension during the 

spring term, the suspension is applied to both the following summer and fall terms and thus the 

student would not be eligible for re-enrollment until the spring term of the following year under 

a post-suspension probationary status. 

3. Suspension: While on a probationary status, if a student fails to attain a 2.0 term GPA, they will 

be placed on a one-term suspension. When a student returns from a suspension, they will be 

placed on a post-suspension probationary status. The student will remain on a post-suspension 

probationary status as long as they attain a term GPA of 2.0 or get their cumulative GPA back up 

https://policies.tbr.edu/policies/undergraduate-academic-retention-standards
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to the minimum standard. If the student fails to attain a term GPA of a 2.0 while on a post-

suspension probationary status, they will be placed on suspension for two-terms. Note: Once 

placed on suspension, if the student has pre-registered for any courses in the next term(s) of 

enrollment, all courses will be dropped. 

4. Students will be notified in writing via an email to their NSCC email address at the end of the 

term if they have been placed on probation or suspension by the Records Office. However, 

academic standing is not contingent upon receipt of the notification. Students should check 

their academic standing via MyNSCC at the end of each term. 

Academic Action Appeals 

1. A student may appeal an academic action if he/she believes extenuating circumstances or 

unusual hardship affected his or her ability to achieve the minimum academic standard. A 

suspension appeal form must be submitted to the Director of Records and Registration within 

18 days from the end of the term that resulted in your suspension. The appeal must outline the 

reasons for the request in addition to submitting any supporting documentation. The Academic 

Appeals Committee will review and make a final determination regarding the action; notification 

will be sent to the student regarding the decision. 

2. Students receiving Veterans Education benefits will not be certified to the Department of 

Veterans Affairs if enrollment is based on a second consecutive waiver of Academic Suspension. 

Drop and Withdrawal Standards 

1. After the official registration period is over, students may make adjustments in their schedule 

through the process of adding and/or dropping courses. A student will be required to contact 

the Director of Student Success to drop the last class. 

2. The last date for students to add or drop a course without a penalty is clearly indicated in the 

college academic calendar. 

3. After the last day to add or drop a class without a penalty, and not later than two-thirds into the 

part-of-term, a student may officially drop a course(s) or withdraw from the institution and 

receive a "W" or other appropriate symbol/grade. 

A. When calculating two-thirds, calendar days shall be used, not just class or working days. 

4. In general, such symbol/grade counts as no hours attempted. 

A. A student who is withdrawn after two-thirds of the part-of-term is complete will receive 

a "W" or other appropriate symbol in the course or courses passing. 

B. However, the student will receive a failing grade (usually denoted by an "F") in the 

course or courses failing unless it can be clearly demonstrated that an unusual condition 

or hardship exists. 
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C. The Vice President of Student Affairs and Enrollment management is responsible for 

determining specific types of conditions or hardships which will be considered as 

acceptable. 

5. Students who desire to drop a course(s) or withdraw from the institution before the established 

deadline must do so according to the published procedure defined by the institution. 

6. A student who does not officially drop or withdraw from a course, but receives a failing grade, 

will receive an "F" if their last day of attendance was not earlier than two-thirds into the part-of-

term. 

7. A student who does not officially drop or withdraw from a course, but receives a failing grade, 

will receive an "FA" if their last day of attendance was earlier than two-thirds into 

the part-of-term. The student will be considered as an unofficial withdrawal from the course. 

 

SOURCES 

• T.C.A. § 49-8-203 

 

RELATED POLICIES 

• TBR Policy 2.03.01.01 
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https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=7b84e2a3-8252-4b48-9473-7d29479bc59f&nodeid=ABXAAIAACAAD&nodepath=%2FROOT%2FABX%2FABXAAI%2FABXAAIAAC%2FABXAAIAACAAD&level=4&haschildren=&populated=false&title=49-8-203.+Powers+and+duties.&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&ecomp=L38_kkk&prid=dd6b62c9-dcdd-42f1-beec-926e6c80a601
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=7b84e2a3-8252-4b48-9473-7d29479bc59f&nodeid=ABXAAIAACAAD&nodepath=%2FROOT%2FABX%2FABXAAI%2FABXAAIAAC%2FABXAAIAACAAD&level=4&haschildren=&populated=false&title=49-8-203.+Powers+and+duties.&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&ecomp=L38_kkk&prid=dd6b62c9-dcdd-42f1-beec-926e6c80a601
https://policies.tbr.edu/policies/undergraduate-academic-retention-standards
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03-03-00 Student Rights and Freedoms 

 

PURPOSE 

The purpose of this policy is the establishment of the Nashville State Community College policy 

regarding the Rights and Freedoms of students enrolled at the college. 

 

POLICY    

1. Preamble    

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

development of students, and the general well-being of society. Free inquiry and free 

expression are indispensable to the attainment of these goals. As members of the Nashville 

State Community College (“Nashville State” or “institution”) academic community, students 

are encouraged to develop the capacity for critical judgment and to engage in a sustained 

and independent search for truth. Institutional procedures for achieving these purposes may 

vary from campus to campus, but the minimal standards of academic freedom of students 

outlined below are essential to any community of scholars. 

B. Freedom to teach and freedom to learn are inseparable facets of academic freedom. The 

freedom to learn depends upon appropriate opportunities and conditions in the classroom, 

on the campus, and in the larger community. Students should exercise their freedom with 

responsibility. 

C. The responsibility to secure and to respect general conditions conducive to the freedom to 

learn is shared by all members of the academic community. The Tennessee Board of Regent 

and Nashville State have developed policies and procedures which provide and safeguard 

this freedom. The purpose of this statement is to enumerate the essential provisions for 

students’ freedom to learn. 

2. Freedom of Access to Higher Education  

A. The admissions policies of Nashville State make clear the characteristics and expectations of 

students which it considers relevant to success in the institution’s program. 

B. Under no circumstances should a student be barred from admission to Nashville State on 

the basis of race. Thus, within the limits of its facilities, Nashville State will be open to all 
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students who are qualified according to its admissions standards. The facilities and services 

of Nashville State are open to all of its enrolled students. 

3.  In the Classroom  

A. The professor in the classroom and in conference should encourage free discussion, inquiry, 

and expression. 

B. Student performance should be evaluated solely on an academic basis, not on opinions or 

conduct in matters unrelated to academic standards.  

1. Protection of Freedom of Expression  

a. Students should be free to take reasoned exception to the data or views offered 

in any course of study and to reserve judgment about matters of opinion, but 

they are responsible for learning the content of any course of study for which 

they are enrolled. 

2. Protection Against Improper Academic Evaluation  

a. Students should have protection through orderly procedures against prejudiced 

or capricious academic evaluation. 

b. At the same time, they are responsible for maintaining standards of academic 

performance established for each course in which they are enrolled. 

3. Protection Against Improper Disclosure  

a. Certain information about students is protected from public disclosure by Federal 

and state laws. Protection against improper disclosure is a serious professional 

obligation. Judgments of ability and character may be provided under 

appropriate circumstances. (Adapted from AAUP Statement of Rights and 

Freedoms of Students.) 

 

SOURCES 

• T.C.A. § 49-8-203 

• AAUP 

• TBR Policy 3.02.04.00 Student Rights and Freedoms 

 

Approved by NSCC Cabinet 7/12/21 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=c62b7728-87a4-4c89-9cc7-a1fd649a12df&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=59de5add-3093-45dd-8ca4-d656586b83a1
https://www.aaup.org/
https://policies.tbr.edu/policies/student-rights-and-freedomsHYPERLINK%20%22https:/advance.lexis.com/documentpage/?pdmfid=1000516&crid=7b84e2a3-8252-4b48-9473-7d29479bc59f&nodeid=ABXAAIAACAAD&nodepath=%2FROOT%2FABX%2FABXAAI%2FABXAAIAAC%2FABXAAIAACAAD&level=4&haschildren=&populated=false&title=49-8-203.+Powers+and+duties.&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&ecomp=L38_kkk&prid=dd6b62c9-dcdd-42f1-beec-926e6c80a601%22
https://policies.tbr.edu/policies/student-rights-and-freedomsHYPERLINK%20%22https:/advance.lexis.com/documentpage/?pdmfid=1000516&crid=7b84e2a3-8252-4b48-9473-7d29479bc59f&nodeid=ABXAAIAACAAD&nodepath=%2FROOT%2FABX%2FABXAAI%2FABXAAIAAC%2FABXAAIAACAAD&level=4&haschildren=&populated=false&title=49-8-203.+Powers+and+duties.&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&ecomp=L38_kkk&prid=dd6b62c9-dcdd-42f1-beec-926e6c80a601%22
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03-04-00 Student Conduct & Disciplinary Sanctions 

 

PURPOSE 

The purpose of this policy is to maintain campus conditions and preserve the integrity of the institution 

and its educational environment. 

 

DEFINITIONS 

• For the purpose of this policy, a student shall mean any person: 

A. Who is admitted, enrolled, and/or registered for study (including for non-credit classes) at 

Nashville State Community College (“Nashville State” or “institution”) for any academic 

period. This shall include any period of time following admission and/or registration, but 

preceding the start of classes for any academic period, following the end of an academic 

period through the last day for registration for the succeeding academic period, and 

during any period while the student is under suspension from the institution; who 

engaged in academic misconduct as part of the application process; and/or 

B. Who previously attended Nashville State and who was found to have violated the 

institution’s student conduct and disciplinary standards policy during the time of 

enrollment. 

C. “Student” shall also include any person subject to a period of suspension or removal 

from campus resulting from a finding of a violation of this policy; 

D. Unless explicitly provided otherwise in these rules, the term “student” shall also refer to 

a student organization. 

• Definitions of disciplinary offenses and disciplinary sanctions are included in their respective 

sections, II. and V. 

 

POLICY 

I. Policy Statement 

A. Students enrolled at Nashville State are citizens of the college civic communities as well 

as the academic community. As such they are expected to conduct themselves as law-

abiding members of each community at all times. 
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B. Admission to an institution of postsecondary education carries with it special privileges 

and imposes special responsibilities apart from those rights and duties enjoyed by non-

students. In recognition of the special relationship that exists between Nashville State 

and the academic community which it seeks to serve, the Tennessee Board of Regents 

(“TBR” or “the Board”) has authorized the president of Nashville State under its 

jurisdiction to take such action as may be necessary to maintain conditions on 

institution-owned and controlled property and to preserve the integrity of the 

institution and its educational environment. 

C. Pursuant to this authorization and in fulfillment of its duties to provide a secure and 

stimulating atmosphere in which individual and academic pursuits may flourish Nashville 

State has developed the following policy, which is intended to govern student conduct 

at the college. 

D. Nashville State will implement policies subject to, and consistent with, TBR policy 

03.02.00.01. 

E. In addition, students are subject to all federal, state and local laws and ordinances. If a 

student’s violation of such laws or ordinances also adversely affects Nashville State’s 

pursuit of its educational objectives, Nashville State may enforce its own policies 

regardless of the status or outcome of any external proceedings instituted by other civil 

or criminal authorities. 

F. Students are responsible for compliance with this TBR policy 03.02.00.01 and with this 

Nashville State policy and regulations. 

G. Disciplinary action may be taken against a student for violation of policies and 

regulations that occur on institutionally owned, leased or otherwise controlled property 

(including all streets, alleys, sidewalks, and public ways abutting such property), while 

participating in international or distance learning programs, and off campus, when the 

conduct impairs, interferes with, or obstructs any institutional activity or the mission, 

processes, and functions of Nashville State. In the case of violations that occur off 

institutionally owned, leased, or controlled property, Nashville State Community College 

will take into account whether the violation impairs, interferes with, or obstructs any 

institutional activity, or the mission, processes, and function of the institution, including, 

but not limited to, conduct that: 
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1. Occurs in connection with any institutional activity, including but not limited to, 

international, distance, online, or remote learning programs, athletics events and 

other extracurricular activities, clinical, internship, practicum, and similar activities; 

2. Occurs while using institutional resources, such as computers and network systems; 

3. Involves or affects another member of the Nashville State community (a student, 

faculty, staff member, or guest of Nashville State Community College); or 

4. Poses a credible, serious threat to the health and safety of the Nashville State 

community. 

H. This policy, and related material incorporated herein by reference, is applicable to 

student organizations as well as individual students. Whether a student organization will 

be held responsible for a violation of these rules by one or more of its members will be 

based on the following considerations: 

1. The violation is endorsed by the student organization or any of its officers. 

“Endorsed by” includes, but is not limited to, active or passive consent or support, 

having prior knowledge that the conduct was likely to occur, or helping to plan, 

advertise, or promote the conduct; 

2. The violation took place during the course of an activity paid for by the student 

organization or by members of the student organization to support the activity in 

question; 

3. The prohibited conduct occurred on property owned, controlled, rented, leased, or 

used by the student organization or any of its members for an organizational 

event; 

4. The prohibited conduct was related to initiation, admission into, affiliation with, or 

as a condition for continued membership in the student organization; and 

5. One or more officers of the student organization had prior knowledge or 

reasonably should have known the prohibited conduct would likely take place. 

I. Confidentiality of Discipline Process. Subject to the exceptions provided pursuant to the 

Family Educational Rights and Privacy Act of 1974 (FERPA), 20 U.S.C. 1232g, the 

Tennessee Public Records Act, T.C.A. § 10-7-501 et seq., and/or other state and federal 

law, a student’s disciplinary records and files are considered “education records” and are 

confidential in accordance with those statutes. 
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J. Matters within the scope of Nashville State Community College Policy xxxx, Sexual 

Misconduct, which implements 34 C.F.R. Part 106 related to Title IX of the Education 

Amendments of 1972, shall proceed in accordance with Nashville State Community 

College Policy 06-00-04, Sexual Misconduct, and not this policy. 

 

II. Disciplinary Offenses 

A. Disciplinary measures shall be imposed according to this policy and applicable 

procedures and processes. 

B. Nashville State shall use the “preponderance of the evidence” standard. A 

preponderance of the evidence means the greater weight of the evidence or that, 

according to the evidence, the conclusion sought by the party with the burden of proof 

is the more probable conclusion. 

C. These rules shall not be used to violate rights guaranteed under the constitution of the 

State of Tennessee or the constitution of the United States. 

D. Nashville State shall adopt and publish notice of offenses for which both individuals and 

student organizations may be subject to disciplinary action. 

E. Both students and student organizations may be subject to disciplinary action for the 

following disciplinary offenses identified in this policy: 

1. Threatening Conduct. Any conduct, threatened conduct, or attempted conduct 

that poses a threat to a person’s safety, health, or personal well-being including, 

but not limited to, endangering the health, safety, or welfare of any person; 

engaging in conduct that causes a reasonable person to fear harm to his or her 

health, safety or welfare; or making an oral or written statement that an 

objectively reasonable person hearing or reading the statement would interpret 

as a serious expression of an intent to commit an act of unlawful violence to a 

particular individual or group of individuals; 

2. Disruptive Conduct. Any conduct, threatened conduct, or attempted conduct 

that is disruptive to the institution’s learning environment, including, but not 

limited to, engaging in any action that interferes with the ability of the instructor 

to teach or other students to learn. Disruptive conduct in the class setting (which 

includes but is not limited to remote education and off-site activities and 

locations) includes, but is not limited to, behavior that obstructs or disrupts the 

learning environment (e.g., offensive language, harassment of students or 
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instructors, repeated outbursts from a student that disrupt the flow of 

instruction or prevent concentration, failure to cooperate in maintaining class 

decorum, etc.), text messaging, and the continued use of any electronic or other 

noise or light emitting device which disturbs others; 

3. Hazing. Hazing, as defined in T.C.A. § 49-7-123(a)(1), means any intentional or 

reckless act, on or off the property of Nashville State by an individual acting 

alone, or with others, which is directed against any other person(s) that 

endangers the mental or physical health or safety of that person(s), or which 

induces or coerces a person(s) to endanger such person(s) mental or physical 

health or safety. Hazing does not include customary athletic events or similar 

contests or competitions, and is limited to those actions taken and situations 

created in connection with initiation into or affiliation with any organization; 

4. Disorderly Conduct. Any individual or group behavior which is abusive, 

obscene, lewd, indecent (including, without limitation, public exposure of one’s 

sex organs, public urinating, and public sexual acts), violent, excessively noisy, 

disorderly, or which unreasonably disturbs institutional functions, operations, 

classrooms, other groups or individuals; 

5. Obstruction of or Interference with Nashville State Activities or Facilities. 

Any intentional interference with or obstruction of any institutional, program, 

event, or facility including but not limited to the following: 

a. Any unauthorized occupancy of facilities owned or controlled by an 

Nashville State or blockage of access to or from such facilities; 

b. Interference with the right of any Nashville State member or other 

authorized person to gain access to any activity, program, event or 

facilities sponsored or controlled by an institution; 

c. Any obstruction or delay of a security officer, public safety officer, police 

officer, firefighter, EMT, or any official of an institution, or failure to 

comply with any emergency directive issued by such person in the 

performance of their duty; 

d. Participation in a demonstration that substantially impedes institutional 

operations; or 
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e. Obstruction of the free flow of pedestrian or vehicular traffic on property 

owned, leased or controlled by Nashville State or at an institutional 

activity. 

6. Misuse of or Damage to Property. Any act of misuse, vandalism, malicious or 

unwarranted damage or destruction, defacing, disfiguring or unauthorized use 

of property belonging to Nashville State or a member of the TBR community 

including, but not limited to, any personal property, fire alarms, fire equipment, 

elevators, telephones, institution keys, library materials and/or safety devices; 

7. Theft, Misappropriation, or Unauthorized Sale of Property; 

8. Misuse of Documents or Identification Cards. Any forgery, alteration of or 

unauthorized use of institutional documents, forms, records or identification 

cards, including the giving of any false information, or withholding of necessary 

information, in connection with a student’s admission, enrollment or status in 

the institution; 

9. Weapons. Possessing, carrying, using, storing, or manufacturing any weapon on 

Nashville State controlled property or in connection with an institution affiliated 

activity, unless federal or state law provides a student with an affirmative right to 

possess or carry a weapon on institution-controlled property or in connection 

with a Nashville State-affiliated activity. (Refer to Guidance on Firearms on 

Campus, Exhibit #1); 

10. Explosives, Fireworks, Flammable, and Hazardous Materials. The 

unauthorized possession, ignition or detonation of any object or article that 

represents a potential danger to the Nashville State community, including, but 

not limited to, explosives, fireworks, flammable materials, ammunition, 

hazardous liquids, chemicals, or hazardous materials; 

11. Alcoholic Beverages and Alcohol-Related Conduct. The use, possession, 

and/or sale of alcoholic beverages on Nashville State owned or controlled 

property or in connection with any institutional activity unless expressly 

permitted by the institution; 

12. Drugs. The unlawful possession, use, sale, or manufacture of any drug or 

controlled substance (including, but not limited to, any stimulant, depressant, 

narcotic or hallucinogenic drug, or marijuana). This offense includes using or 

possessing a prescription drug if the prescription was not issued to the student, 
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as well as the violation of any local ordinance, state, or federal law concerning 

the unlawful possession or use of drugs; 

13. Drug Paraphernalia. The use, possession, distribution, sale, or manufacture of 

equipment, products or materials that are used or intended for use in 

manufacturing, growing, using or distributing any drug or controlled substance. 

This offense includes the violation of any local ordinance, state, or federal law 

concerning the unlawful possession of drug paraphernalia; 

14. Public Intoxication. Appearing on Nashville State owned or controlled property 

or at an institutional sponsored event while under the influence of alcohol, a 

controlled substance, or of any other intoxicating substance; 

15. Gambling. Unlawful gambling in any form; 

16. Financial Irresponsibility. Failure to meet financial responsibilities to the 

institution promptly including, but not limited to, knowingly passing a worthless 

check or money order in payment to Nashville State; 

17. Unacceptable Conduct Related to Disciplinary Proceedings. Any conduct at 

any stage of an institutional disciplinary proceeding or investigation that is 

contemptuous, threatening, retaliatory, or disorderly, including false complaints, 

false testimony or other falsification of evidence, and attempts to influence the 

impartiality of a person who is involved in the disciplinary process, verbal or 

physical harassment or intimidation of an institutional official, hearing panel 

member, complainant, respondent or witness; 

18. Failure to Cooperate with Institutional Officials. Failure to comply with 

reasonable directions of Nashville State officials acting in the performance of 

their duties. This includes, but is not limited to, failing to respond to a request to 

report to an institutional administrative office, failing to cooperate in an 

institutional investigation, and/or failing to appear at an institutional hearing, 

including, without limitation, a disciplinary hearing; 

19. Attempts, Aiding and Abetting. Any attempt to commit any of the offenses 

listed under this section or the aiding or abetting of the commission of any of 

the offenses listed under this section. (An attempt to commit an offense is 

defined as the intention to commit the offense coupled with the taking of some 

action toward its commission.) Being present during the planning or commission 

of any offense listed under this section without having made an immediate 
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report to Nashville State prior to the commission of the planned offense will be 

considered as aiding and abetting. Students who anticipate or observe an 

offense must remove themselves from the situation and are required to report 

the offense to Nashville State officials; 

20. Violations of State or Federal Laws. Any violation of state or federal laws, 

rules, or regulations prohibiting conduct or establishing offenses; 

21. Violation of Imposed Disciplinary Sanctions. Intentional or unintentional 

violation of a disciplinary sanction imposed through an institutional disciplinary 

proceeding; 

22. Sexual Misconduct. Committing any act of sexual assault, rape, sexual battery, 

domestic violence, or dating violence as defined by state or federal law; 

23. Harassment, Stalking, or Retaliation. Any conduct that falls within T.C.A. § 39-

17-308 (Harassment) or T.C.A. § 39-17-315 (Stalking) or “student-on-student 

harassment,” which means unwelcome conduct directed toward a person that is 

discriminatory on a basis prohibited by federal, state, or local law, and that is so 

severe, pervasive, and objectively offensive that it effectively bars the victim’s 

access to educational opportunity or benefit. Engaging in “retaliation,” which is 

an act or omission committed by a student because of another person’s 

participation in or opposition to a protected activity that would discourage a 

reasonable person from engaging in or opposing protected activity. Retaliation 

violates these standards regardless of whether the underlying allegation of a 

violation of policy is ultimately found to have merit. Retaliation can include, 

without limitation: an act or omission committed against a person’s family, 

friends, advisors, and or other persons reasonably expected to provide 

information in connection with a Nashville State investigation or hearing, and an 

act or omission committed by a student through a third party; 

24. Discrimination. Any conduct prohibited by any federal or state law, rule, or 

regulation related to discrimination, harassment, or retaliation; 

25. Academic Misconduct. Any action or attempted action designed to provide an 

unfair academic advantage or disadvantage for oneself or others. Academic 

misconduct includes a wide variety of behaviors such as plagiarism, cheating, 

fabrication, and other academic dishonesty. For purposes of this policy the 

following definitions apply:  
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a. Plagiarism. The adoption or reproduction of ideas, words, statements, 

images, or works of another person as one’s own without proper 

attribution. Examples include but are not limited to copying of passages 

from works of others into one’s own work without acknowledgment; 

summarizing or paraphrasing ideas from another source without proper 

attribution, unless such information is and using facts, statistics graphs, 

representations, or phrases without proper attribution; 

b. Cheating. Using or attempting to use unauthorized materials, 

information, or aids in any academic exercise or test/examination. 

Examples include but are not limited to copying another’s work; 

obtaining or giving unauthorized assistance; unauthorized collaboration 

or collusion with another person; having another person take a test for a 

student; and the use of unauthorized materials or devices. The term 

academic exercise includes all forms of work submitted for credit or 

hours; and 

c. Fabrication. Falsifying, fabricating, or misrepresenting data, research 

results, citations or other information in connection with an academic 

assignment. Unauthorized falsification or invention of any information or 

citation in an academic exercise. 

26. Unauthorized Duplication or Possession of Keys. Making, causing to be made 

or the possession of, with the intent to use or make available for use by others, 

any key for a Nashville State facility without proper authorization; 

27. Litter. Dispersing litter in any form onto the grounds or facilities of the campus; 

28. Pornography. Public display of literature, films, pictures or other materials 

which an average person applying contemporary community standards would 

find, (1) taken as a whole, appeals to the prurient interest, (2) depicts or 

describes sexual conduct in a patently offensive way, and (3) taken as a whole, 

lacks serious literary, artistic, political or scientific value; 

29. Abuse of Computer Resources and Facilities. Misusing and/or abusing 

campus computer resources including, but not limited to the following: 

a. Use of another person’s identification to gain access to Nashville State 

computer resources; 
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b. Use of Nashville State computer resources and facilities to violate 

copyright laws, including, but not limited to, the act of unauthorized 

distribution of copyrighted materials using institutional information 

technology systems; 

c. Unauthorized access to a computer or network file, including but not 

limited to, altering, using, reading, copying, or deleting the file; 

d. Unauthorized transfer of a computer or network file; 

e. Use of computing resources and facilities to send abusive or obscene 

correspondence; 

f. Use of computing resources and facilities in a manner that interferes 

with normal operation of the Nashville State computing system; 

g. Use of computing resources and facilities to interfere with the work of 

another student, faculty member, or Nashville State official; and 

h. Unauthorized peer-to-peer file sharing. 

30. Providing False Information. Giving any false information to, or withholding 

necessary information from, any Nashville State official acting in the 

performance of his or her duties in connection with a student’s admission, 

enrollment, or status in the institution; 

31. Unauthorized Access to Nashville State Facilities and/or Grounds. Any 

unauthorized access and/or occupancy of Nashville State facilities and/or 

grounds is prohibited, including, but not limited to, gaining access to facilities 

and grounds that are closed to the public, being present in areas of campus that 

are open to limited guests only, being present in academic buildings after hours 

without permission, and being present in buildings when the student has no 

legitimate reason to be present; 

32. Observation Without Consent. Knowingly spying upon, observing, or 

otherwise viewing an individual, regardless of whether a photo, video, or 

recording is made, when the individual is in a place where there is reasonable 

expectation of privacy, without the prior effective consent of the individual, if the 

viewing would offend or embarrass an ordinary person if the person knew the 

person was being viewed. This includes, but is not limited to, taking video or 
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photographic images in shower/locker rooms, living quarters, restrooms, and 

storing, sharing, and/or distributing of such unauthorized images by any means; 

33. Smoking Violations. Smoking or tobacco use in any Nashville State building or 

facility, in any state-owned vehicle, or on any Nashville State grounds or 

property. For the purposes of these rules, “tobacco use” includes, but is not 

limited to, the personal use of any tobacco product, whether intended to be lit 

or not, which includes smoking tobacco or other substances that are lit and 

smoked, as well as the use of an electronic cigarette or any other device 

intended to simulate smoking, and the use of smokeless tobacco, including 

snuff; chewing tobacco; smokeless pouches; any form of loose-leaf, smokeless 

tobacco; and the use of unlit cigarettes, cigars, and pipe tobacco; 

34. Maintenance of Ethical and Professional Standards. Failure to maintain the 

high ethical and professional standards of the various disciplines of the health 

professions may subject a student to suspension from a program, dismissal from 

a program, or other appropriate remedial action. 

a. A student enrolled in a program leading to a degree or credential in a 

health profession is subject to disciplinary action up to and including 

suspension and dismissal from a program for engaging in the following 

acts of misconduct, regardless of location: 

i. Commission of an offense classified as a felony by Tennessee or 

federal criminal statutes; 

ii. Unlawful use, possession, or sale of drugs or narcotics, whether 

or not felonious; 

iii. Other unprofessional or unethical conduct that would bring 

disrepute and disgrace upon both the student and profession 

and that would tend to substantially reduce or eliminate the 

student’s ability to effectively practice the profession in which 

discipline he or she is enrolled; or 

iv. Conduct that is in violation of either a relevant Tennessee statute 

establishing professional standards or a rule or regulation of a 

Tennessee regulatory board or other body responsible for the 

establishment and enforcement of professional standards. 
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b. A person applying for admission to a health profession program may be 

denied admission to the program on the basis of his or her violation of 

the aforementioned ethical and professional standards; 

35. Traffic and Parking Fines. Receiving $100.00 or more in traffic and/or parking 

violations on institution property or institution-controlled property during any 

semester. 

F. Disciplinary Holds. 

1. Nashville State may place a hold on a student record when the student has 

a. Withdrawn from the institution while a disciplinary meeting and/or 

proceeding is pending; 

b. Not responded to an institutional official’s request for a meeting or 

hearing; or 

c. Been suspended or expelled. 

2. A disciplinary hold may remain on a student’s record until final resolution of a 

disciplinary meeting and/or disciplinary hearing. 

3. Nashville State will not confer a degree or credential when a student record has 

been placed on hold, or when a student has a pending disciplinary meeting 

and/or disciplinary proceeding. 

4. Except for cases involving Academic Misconduct, Nashville State will not revoke 

a degree or credential based on conduct occurring while a person was a student, 

but not discovered until after the awarding of a degree or credential. 

 

III. Classroom and Academic Misconduct 

A. Classroom Misconduct 

1. The instructor has the primary responsibility for maintenance of academic 

integrity and controlling class (which includes any remote learning activity 

and/or offsite class such as a clinic site or other non-traditional class 

environment) behavior and responding to disruptive conduct. 

2. The instructor may order the temporary removal or exclusion from the class of 

any student engaged in disruptive conduct or other conduct that violates this 

policy for each class session during which the conduct occurs. Extended or 

permanent exclusion from the classroom, beyond the session in which the 
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conduct occurred, or further disciplinary action can be affected only through 

appropriate student disciplinary procedures. 

B. Academic Misconduct 

1. Academic misconduct is prohibited. Students guilty of academic misconduct, 

either directly or indirectly, through participation or assistance, are immediately 

responsible to the instructor of the class. In addition to other possible 

disciplinary sanctions which may be imposed in accordance with this policy, the 

instructor has the authority to take academic discipline consistent with 

institutional policy, procedures, and processes. 

2. An instructor who determines that a student has engaged in academic 

misconduct may choose to exercise academic discipline by lowering to any 

extent, including to a grade of “F” or “zero,” a student’s grade in the course, 

assignment, or examination affected by the alleged academic misconduct. 

3. An instructor who initiates academic discipline shall inform the student and the 

Associate Vice President for Academic Affairs in writing of the finding of 

academic misconduct, the basis therefore, the academic discipline imposed, and 

the appeals process within five (5) business days of the imposition of academic 

discipline. 

4. A student may not withdraw from a course pending final resolution of an 

allegation of academic misconduct. Students are permitted and encouraged to 

continue attending class until the academic disciplinary decision, including all 

appeals, is final. 

5. A student charged with academic misconduct has the option of either accepting 

the academic discipline imposed by the instructor or initiating the appeals 

process to challenge the allegation of academic misconduct or the severity of 

the academic discipline. If the student does not respond in writing within five (5) 

business days by either accepting or appealing the academic discipline to the 

institutional academic misconduct appeals committee, the student waives the 

right to contest the academic discipline, at which time it becomes final. 

6. The Nashville State Academic Misconduct Appeals committee shall consist of at 

least three (3) individuals and include at least one (1) student. The Vice President 

of Academic Affairs or the Associate Vice President of Academic Affairs as 

his/her designee will assemble the committee and coordinate the hearing but 
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will not participate on the committee. Any individual who has an interest in the 

incident, a conflict of interest, or a bias is not permitted to serve on the 

committee. Nashville State may maintain standing pools from which individuals 

may be appointed and/or may appoint ad hoc academic misconduct appeals 

committees. 

7. The academic misconduct appeals committee will set a hearing date that is 

within fifteen (15) business days of receipt of date of the student’s appeal. The 

student must receive at least seven (7) calendar days’ notice of the date, time, 

and location of the hearing. A student will be notified of the due process 

protections provided for in this policy. 

8. The academic misconduct appeals committee will conduct the appeal hearing, 

consider the evidence presented, and make a decision based on a simple 

majority vote using a preponderance of the evidence standard. The committee 

can either uphold, overturn, or lessen the academic discipline. The results of the 

committee’s decision will be conveyed to the student in writing, through the 

Vice President of Academic Affairs or the Associate Vice President of Academic 

Affairs as his/her designee, within ten (10) business days of the hearing. 

9. If the academic misconduct appeals committee upholds or lessens the academic 

discipline, the student may appeal in writing to the president within five (5) 

business days following receipt of the decision of the committee. The president 

will make a decision within ten (10) business days. The president’s decision is 

final. 

10. The Nashville State Vice President of Academic Affairs or President has the 

ability to extend any deadline in this section for good cause and upon written 

notice to the student. 

11. In addition to academic discipline, a student who is found responsible for 

academic misconduct, either one or more times, may be subject to disciplinary 

sanctions in accordance with this policy. 

12. Nashville State Community College shall maintain permanently all submissions 

by the student and all decisions of institutional officials and committees relating 

to academic misconduct. 

 

IV. Disciplinary Sanctions 
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A. Nashville State shall publish this policy, providing notice of potential disciplinary 

sanctions applicable to both students and student organizations. Disciplinary sanctions 

may be imposed only after a violation of this policy has been established. Disciplinary 

sanctions may be imposed, either singly or in combination. 

B. Types of Sanctions 

1. Restitution. Restitution may be required in situations which involve theft, 

destruction, damage, or loss of property, or unreimbursed medical expenses 

resulting from physical injury. When restitution is required, the student or 

student organization is obligated by the Vice President of Student Affairs and 

Enrollment Management or the Associate Vice President of Student Affairs as 

his/her designee to compensate a party or parties for a loss suffered as a result 

of disciplinary violation(s). This action may take the form of appropriate service, 

monetary compensation, or material replacement. Any monetary payment in 

restitution shall be limited to actual cost of repair, replacement or financial loss; 

2. Warning. The Vice President of Student Affairs and Enrollment Management or 

the Associate Vice President of Student Affairs as his/her designee may notify 

orally or in writing the student or student organization that continuation or 

repetition of specified conduct may be cause for other disciplinary action; 

3. Reprimand. A written or verbal reprimand or censure may be given to any 

student or student organization whose conduct violates any part of this policy 

and provides notice that that any further violation(s) may result in more serious 

penalties; 

4. Service to Nashville State or Community. A student, or student organization, 

may be required to donate a specified number of service hours to Nashville 

State performing reasonable tasks for an appropriate institutional office, 

official(s), or the local community. The service required shall be commensurate 

to the offense (including but not limited to service for maintenance staff for 

defacing institutional property); 

5. Specified Educational/Counseling Program. A student or student organization 

may be required to participate in specified educational or counseling program(s) 

relevant to the offense, or to prepare a project or report concerning a relevant 

topic; 
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6. Restriction. A restriction upon a student’s or student organization’s privileges 

for a period of time may be imposed. This restriction may include, but is not 

limited to denial of the ability to represent the institution at any event, ability to 

participate in Nashville State or TBR sponsored travel, use of facilities, parking 

privileges, participation in extracurricular activities or restriction of 

organizational privileges; 

7. Probation. Continued enrollment of a student or recognition of a student 

organization on probation may be conditioned upon adherence to this policy. 

Any student or organization placed on probation will be notified in writing of 

the terms and length of the probation. Probation may include but not be limited 

to restrictions upon extracurricular activities, or any other appropriate special 

condition(s). Any conduct in further violation of this policy while on probationary 

status or the failure to comply with the terms of the probationary period may 

result in the imposition of further disciplinary action; 

8. Suspension. Suspension is the separation of a student or student organization 

from Nashville State for a specified period of time. Suspension may be 

accompanied by special conditions for readmission or recognition; 

9. Expulsion. Expulsion entails a permanent separation from Nashville State. The 

imposition of this sanction is a permanent bar to the student’s admission, or a 

student organization’s recognition by the institution. A student or organization 

that has been expelled may not enter Nashville State property or facilities or 

institution-controlled property or facilities without obtaining prior approval from 

an appropriate campus official with knowledge of the expulsion directive; 

10. Revocation and Withholding of Admission, Degree, or Credential; and 

11. Interim Involuntary Withdrawal or Suspension. As a general rule, the status 

of a student or student organization accused of violation of this policy will not 

be altered until a final determination has been made in regard to the charges. 

However, interim or involuntary withdrawal or suspension, pending the 

completion of disciplinary procedures, may be imposed upon a finding that the 

conduct, or attempted conduct of the student poses a direct threat to the safety 

of any other member of Nashville State, its guests, property, or the student's 

behavior is materially and substantially disruptive of the institution's learning 

environment or other campus activities. In any case of interim or involuntary 
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withdrawal or suspension, the student, or student organization, shall be given an 

opportunity at the time of the decision, or as soon thereafter as reasonably 

possible, to contest the suspension in accordance with this policy; 

C. The president is authorized, either personally or through Vice President of Student 

Affairs and Enrollment Management, to negotiate a mutually acceptable resolution to 

any disciplinary proceeding or to rescind or convert any sanction imposed to a lesser 

sanction. 

 

V. Disciplinary Procedures 

A. Nashville State shall provide students with a system of constitutionally and legally sound 

procedures that provide the protection of due process of law in accordance with TBR 

Student Rules, this policy, and applicable state and federal law. All policies adopted 

related to student conduct shall be subject to prior review and approval by the TBR 

Offices of General Counsel and Academic Affairs. Once adopted or amended, all 

disciplinary procedures shall be affirmatively communicated to the faculty, staff, and 

students of Nashville State as well as published in appropriate websites, handbooks, 

catalogs or manuals. 

B. The Vice President of Student Affairs and Enrollment Management is responsible for 

matters within the scope of this policy, except that the Vice President of Academic 

Affairs is responsible for matters related to academic misconduct. In situations where 

the conduct could fall within both areas of responsibility, the two offices will confer and 

decide which procedures will apply and advise the student or student organization in 

writing of the decision. 

C. Complaints related to discrimination, harassment, and retaliation that are not subject to 

another policy will be investigated and resolved in accordance with the institution’s 

restatement of this policy, procedures, and processes. 

1. In determining whether the evidence establishes a violation of institutional 

policy, Nashville State shall use the preponderance of the evidence standard for 

contested cases, as explained in TBR Policy 1.06.00.05, Uniform Procedures for 

Cases Subject to the Uniform Administrative Procedures Act and Department of 

State Rule 1360-04-01. At all times the burden of obtaining evidence and 

establishing a violation shall be on Nashville State. 
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2. In the event of bias or conflict of interest by a Nashville State official, the 

institution may appoint a substitute, who may or may not be employed by the 

institution. 

3. The investigator shall conduct an appropriate investigation, which may include 

interviews of the parties and witnesses, as well as review of documents and 

other information. The purpose of the investigation is to determine whether the 

evidence establishes a violation of institutional policy and procedures. The 

parties are encouraged, but not required, to provide information that they want 

the investigator to consider. 

4. The investigator shall provide written notice of receipt of a written complaint or 

the decision to initiate an investigation. 

5. The investigator shall notify students that Nashville State will comply with FERPA 

and only disclose information in accordance with FERPA and other applicable law. 

6. The investigator shall prepare a report summarizing the investigation. The report 

shall include, but not be limited to, the dates of the alleged occurrences, the 

response of the respondent, the findings of the investigator, and 

recommendations regarding disposition of the complaint. 

7. The report shall be submitted to the Nashville State President within sixty (60) 

calendar days following receipt of the complaint, absent cause for extending the 

investigation timeline. In situations where more time is needed to complete the 

investigation, written notice shall be provided to the parties explaining the 

reasons. 

8. The President shall review the investigator’s report and shall make a written 

determination as to whether institutional policy, processes, and procedures have 

been violated and the appropriate disciplinary sanction, if any. The president’s 

determination and the investigator’s report shall be provided to the parties, 

unless prohibited by law. 

9. Either party may send a written request to reconsider to the President within ten 

(10) working days, absent good cause, of receipt of the President’s 

determination. 

a. The request to reconsider process shall consist of an opportunity for the 

parties to provide information to the President’s attention that would 

change the determination and/or disciplinary sanction. A party must 
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explain why the factual information was incomplete, the analysis of the 

facts was incorrect, the determination was affected by bias or a conflict 

of interest, procedural irregularity, and/or the appropriate standard was 

not applied, and how this would affect the determination. Failure to do 

so may result in denial of the request to reconsider. 

b. The parties will not be allowed to present their request to reconsider in 

person unless the president determines, in his or her sole discretion, to 

allow an in-person appearance. 

c. The President shall issue a written response to the request to reconsider 

as promptly as possible. The decision will constitute the Nashville State’s 

final decision. 

d. Nashville State shall provide written notice of the ability to contest the 

determination and/or disciplinary sanctions, including where applicable, 

the ability to request a contested case hearing pursuant to the UAPA, to 

the parties at the time the parties are advised of the determination and 

upon the resolution of any request to reconsider or appeal. 

D. Students and student organizations subject to any disciplinary sanction are entitled to a 

due process hearing in accordance with this policy and standards established by the 

constitutions of the State of Tennessee and the United States unless that right is waived 

after receiving written notice of the available procedures. 

E. All proceedings under this policy will be held in closed session and not open to the 

public. Formal rules of evidence shall not be applicable. The administrator or committee 

chair may exclude evidence, which in their judgment is immaterial, irrelevant, or unduly 

repetitious. 

F. Written notice to a student or student organization is accomplished either by handing a 

copy to the student; sending documents via to email to the student’s or student 

organization’s institutional email account; email account of record on file with Nashville 

State; or by sending a copy via certified mail, registered mail, return receipt requested 

mail, or a nationally recognized delivery service that tracks delivery to the student’s 

residence of record or the student organization’s address of record. 

G. Initiation of Charges. 

1. Nashville State may initiate the disciplinary process on the basis of written 

allegations received from any source, including any member of the college 



 

  

 

 
STUDENT AFFAIRS POLICIES 

 
________________________________________________________________________________________ 

03-04-00 Student Conduct & Disciplinary Sanctions  PAGE 20 of 23 

 

community. Complaints should be directed to the Vice President of Student 

Affairs and Enrollment Management or the Associate Vice President of Student 

Affairs as his/her designee, except that complaints relating to discrimination, 

harassment, and retaliation should be referred to the Vice President of Student 

Affairs and Enrollment Management so that such complaints can be handled in 

accordance with Nashville State policy and procedures. Nashville State may also 

initiate disciplinary procedures without written allegations if it becomes aware of 

potential violations of this policy through other means. 

2. When the allegations, if proven, may warrant the imposition of a disciplinary 

sanction, Nashville State shall inform the student of the allegations and proceed 

to gather information concerning the matter, including, but not limited to, 

interviewing relevant witnesses and reviewing relevant documents and evidence. 

Students who may be the subject of disciplinary sanctions will be provided the 

minimum due process protections identified in this policy. 

3. After reviewing the evidence, the Vice President of Student Affairs and 

Enrollment Management or the Associate Vice President of Student Affairs as 

his/her designee shall decide whether sufficient evidence exists to charge the 

student, and if so, the appropriate disciplinary sanction(s). Notice of the charges 

and disciplinary sanction(s), if any, shall be provided in writing to the student. If 

there is insufficient evidence to continue the disciplinary process, the matter will 

be closed, and written notice will be provided to the student. 

H. Minimum Due Process Protections. Nashville State shall provide the following minimum 

procedural due process protection components in disciplinary matters: 

1. The student shall be advised, in writing, of the breach of the policy provision(s) 

of which he or she is charged; 

2. The student shall be advised of the time, date, and place of the hearing allowing 

reasonable time for preparation; and 

3. The student shall be advised of the following rights applicable at the hearing: 

a. The right to present his or her case; 

b. The right to be accompanied by an advisor of his or her choice. The 

advisor’s participation shall be limited to advising the student, and not 

include advocating on behalf of the student, speaking on behalf of the 
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student, or otherwise actively representing the student. An advisor is not 

permitted to interfere with the hearing; 

c. The right to call witnesses on his or her behalf; 

d. The right to confront witnesses against him or her; and 

e. The method and time limitations for appeal, if any is applicable. 

I. Options for Students. Four potential processes exist for adjudication of disciplinary 

matters. The student will be informed in writing of each available option and the due 

process rights associated with each option. A student will have five (5) business days 

following written notification to select an option. If a student fails to return the election 

of a procedure in a timely manner, the student will be deemed to have waived the right 

to contest the disciplinary sanction. Selection of one option constitutes waiver of all 

other options. 

1. Contested Case Hearing: All cases which may result in either: suspension or 

expulsion of a student from Nashville State for disciplinary reasons or revocation 

of registration of a student organization are subject to the contested case 

provisions of the Uniform Administrative Procedures Act , T.C.A. § 4-5-301 et 

seq., and TBR Policy 1.06.00.05, Uniform Procedures for Cases Subject to the 

Uniform Administrative Procedures Act, unless the student or student 

organization, after receiving written notice, waives those procedures. 

2. A student at Nashville State may elect an institutional panel hearing. 

a. Institutional Panel Hearing 

i. An institutional panel hearing committee shall consist of at least 

three (3) individuals and include at least one (1) student. The 

Vice President of Student Affairs and Enrollment Management or 

the Associate Vice President of Student Affairs as his/her 

designee will assemble the committee and coordinate the 

hearing but will not vote as to the committee’s decision. An 

individual who has an interest in the incident, a conflict of 

interest, or a bias is not permitted to serve on the committee. 

Nashville State may appoint individuals from standing pools 

and/or appoint ad hoc committees. 
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ii. The committee will set a hearing date that is within fifteen (15) 

business days of receipt of the student’s request for a panel 

hearing. The student must be notified of the date, time, and 

location of the hearing as soon as possible, but given at least 

seven (7) calendar days’ notice. A student will be notified of the 

due process protections provided for in this policy. 

iii. The committee will conduct the hearing, consider the relevant 

evidence presented, and make a decision based on a simple 

majority vote. The committee can either uphold, overturn, or 

lessen the disciplinary finding and/or sanction. The results of the 

decision will be conveyed to the student in writing, through the 

Vice President of Student Affairs and Enrollment Management or 

the Associate Vice President of Student Affairs as his/her 

designee within ten (10) business days of the hearing. 

iv. If the committee upholds or lessens the disciplinary finding 

and/or sanction, the student may appeal in writing to the 

president within five (5) business days following receipt of the 

decision of the committee. The president will make a decision 

within ten (10) business days. The president’s decision is final. 

v. The President or the Vice President of Student Affairs and 

Enrollment Management has the ability to extend deadlines for 

good cause and upon written notice to the student. 

vi. Nashville State shall maintain all submissions by the student and 

all decisions of institutional officials and committees 

permanently. 

b. Administrative Resolution. An administrative resolution involves the 

student meeting with the Vice President of Student Affairs and 

Enrollment Management or the Associate Vice President of Student 

Affairs as his/her designee. There is no appeal. The decision of the 

administrator is final. 

c. A student may elect not to contest the disciplinary action, either 

affirmatively or by failing to return the election of a procedure in a 
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timely manner, which serves as a waiver of the right to contest the 

disciplinary action. 

J. Procedures Related to Interim Involuntary Withdrawal or Suspension Hearings. 

1. When the Vice President of Student Affairs and Enrollment Management or the 

Associate Vice President of Student Affairs as his/her designee determines that 

an interim suspension or other interim measure is required for the health and 

safety of the institutional community and/or property, or to prevent an ongoing 

imminent threat of disruption to or interference with the normal operations of 

the institution, the student will receive an opportunity for an informal hearing 

with the Vice President of Student Affairs and Enrollment Management or the 

Associate Vice President of Student Affairs as his/her designee to contest the 

interim measure. 

2. The informal hearing will be held within five (5) calendar days, absent good cause. 

3. The evidence presented at the hearing shall be limited to that which is relevant 

to the basis asserted for imposition of the interim suspension or other interim 

measure. 

K. Alternative Resolution Procedures: An institution, with the consent of all relevant parties, 

may use an alternative resolution method including, but not limited to, an apology, 

mediation, or a negotiated resolution. 

EXHIBITS  

• Exhibit 1 - TBR Guide to Gun Laws on Campus 

 

SOURCES 

• T.C.A. § 49-8-203 

• All Federal and State statutes, codes, rules and regulations referenced in this policy. 

• TBR Policy 3.02.00.01 General Policy on Student Conduct & Disciplinary Sanctions 
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03-06-00 Confidentiality of Student Records 

 

PURPOSE 

The purpose of this policy is to protect the confidentiality of records for students of Nashville State.  

 

POLICY    

I. Confidentiality of Student Records 

A. Nashville State Community College works in compliance with the Family Educational 

Rights and Privacy Act of 1974, as amended to protect the confidentiality of personally 

identifiable educational records of students and former students. Students have: 

1. The right to inspect and review information contained in the student’s education 

records. 

2. The right to request the amendment of the student’s education records to 

ensure that they are not inaccurate, misleading, or otherwise in violation of the 

student’s privacy or other rights. 

3. The right to consent to disclosures of personally identifiable information 

contained in the student’s education records, except to the extent that FERPA 

authorizes disclosure without consent. 

4. The right to file with the U.S. Department of Education a complaint concerning 

alleged failures by Nashville State to comply with the requirements of FERPA. 

B. “Directory information” concerning students is treated as public information and may be 

released to outside parties unless otherwise requested by the student. A student who 

desires not to have any or all directory information released must complete the 

appropriate form in the Records Office. The request shall remain in effect unless or until 

revoked by the student. 

1. “Directory information” includes student name, address, telephone number, 

student ID, major field of study, participation in recognized activities, dates of 

attendance, full-time/part-time status, degrees and awards received, and the 

most recent educational institution attended by the student. 

C. Graduating/transferring students desiring non-disclosure after leaving Nashville State 

Community College must complete the request prior to the end of their last term. The 

request for non-disclosure will remain in effect until revoked by the student. 
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D. NSCC does not make a practice of supplying student lists to third parties. We reserve the 

right to limit distribution to on-campus departmental requests. 

E. Each faculty and staff member employed by the Board of Regents or its institutions is 

individually responsible for complying with the Buckley Amendment, and violations may 

subject the faculty or staff member to disciplinary action. 

1. Appropriate references to this policy shall be included in each faculty and staff 

handbook and shall be included in orientation sessions for new employees who 

work with or have access to student records. 

 

II. Procedures to Inspect and Review Records 

A. Students wishing to review their educational records should submit to the Director of 

Records and Registration a written request, which identifies as precisely as possible the 

record or records he or she wishes to inspect. 

B. The Director of Records and Registration will make the needed arrangements for access 

as promptly as possible and notify the student of the time and place where the records 

may be inspected. Access must be given in 30 days or less from the receipt of the 

request. 

C. When a record contains information about more than one student, the student may 

inspect and review only the records that relate to her- or himself. 

 

III. Procedures for Requesting Amendment to Education Records 

A. Students who believe that their educational records contain information that is 

inaccurate, misleading, or otherwise in violation of their privacy or other rights may 

discuss their problems informally with Vice President of Student Affairs and Enrollment 

Management. If he/she is in agreement with the student’s request, the appropriate 

records will be amended. If not, the student will be notified within a reasonable period 

of time that the records will not be amended. The student will be informed by the Vice 

President of Student Affairs of his/her right to a formal hearing. 

B. Student requests for a formal hearing must be made in writing to the Vice President of 

Student Affairs who, within a reasonable period of time after receiving such requests, will 

inform students of the date, place, and time of the hearing. The hearing panel, which will 

adjudicate such challenges, will be the individuals who have been designated by the 

Associate Vice President of Student Affairs office to conduct hearings involving students’ 

petitions. Decisions of the hearing panel will be final, be based solely on the evidence 
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presented at the hearing, consist of written statements summarizing the evidence and 

stating the reasons for the decisions, and be delivered to all parties concerned. 

 

IV. Disclosure of Student Record Information 

A. Nashville State will disclose information from a student’s education record only with the 

written consent of the student except when release is authorized by law and by NSCC. 

Personally identifiable information from the student’s record may be released without 

consent to school officials who have a legitimate educational interest in the student’s 

education records. 

1. School Officials are those individuals who are employed by the institution in an 

administrative, supervisory, academic, or support staff position or are designated 

to administer federal, state, and locally approved education assistance programs 

for specific NSCC students in coordination and cooperation with the College. 

2. Legitimate Educational Interest is determined by the “need to know” of the 

school officials who are acting in the student’s educational interest. It will include 

any authorized interest or activity undertaken in the name of the College for 

which access to an education record is necessary or appropriate to the proper 

performance of the undertaking. It is the responsibility of the designated 

Records Custodian to assess the legitimate education interest or “need to know” 

of the requesting individual(s). 

3. Student Alcohol or drug possession or use. Public institutions of higher 

education are required to notify the parent or legal guardian of a student under 

21 years old if the student commits a disciplinary violation with respect to use or 

possession of alcohol or a controlled substance. 

B. Students who desire that any or all of the listed Directory information not be released 

may complete the appropriate form in the Records Office. This request will remain in 

effect unless or until revoked by the student. 

 

SOURCES 

• T.C.A. § 49-8-203 

• Family Educational Rights and Privacy Act (FERPA). 

 

 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=451e3080-f1f1-4b2f-ab3b-1869d3f05b87&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=dec09abc-df33-4a2a-8349-1599863bdf8f
https://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
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RELATED POLICIES 

• TBR S-020 Confidentiality of Student Records 

• TBR 3.02.03.00 Confidentiality of Student Records 

 

 

Approved by NSCC Cabinet 7/12/21 

https://policies.tbr.edu/guidelines/confidentiality-student-records
https://policies.tbr.edu/policies/confidentiality-student-records
https://policies.tbr.edu/policies/confidentiality-student-records
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03-07-00 Student Complaints 

 

PURPOSE 

The purpose of this policy is to provide guidance in equitable resolution to student complaints subject 

to this policy and to assist the college in identifying any serious problems or issues which impede 

students’ educational progress. 

 

POLICY    

A. Nashville State will develop and publish procedures for addressing student complaints of 

discrimination or harassment and complaints against faculty, non-faculty, other students, or the 

college. 

B. For complaints of discrimination or harassment, the complaint must be submitted in writing and 

signed by the student to the Vice President of Student Affairs and Enrollment Management or 

the Section 504, Title IX, Title II Coordinator. Student complaints regarding race, sex, national 

origin, age, disability, or veteran status discrimination/retaliation will be handled in accordance 

with the Nashville State Community College and Tennessee Board of Regents Sexual 

Misconduct, Harassment and Discrimination policies and procedures. 

C. For complaints which are not related to discrimination or harassment, complaints may be 

resolved through informal or formal processes. 

D. Informal processes are quick and often involve resolving misunderstandings. The informal 

process begins by communicating directly with the college employee and the employee’s 

supervisor if necessary. If a satisfactory resolution is not reached at this level, the student may 

file a formal complaint. 

E. Formal complaints must be made in writing and signed by the student to the Vice President of 

Student Affairs and Enrollment Management. The Vice President or his/her designee will 

investigate all complaints which may include an interview with the complainant. The Vice 

President will respond to the complainant in writing within 15 business days. Appeals to the Vice 

President’s decision must be made by written communication to the President who will send a 

written copy of his or her decision to the student within 10 business days of receipt of the 

appeal to the Vice President’s decision. The decision of the President is final. 
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RELATED POLICIES 

• NSCC Sexual Misconduct policies:  

o 06-00-00 General Prohibition Against Discrimination, Harassment, and Sexual 

Misconduct (in progress) 

o 06-00-01 Sex Discrimination, Sexual Harassment, or Sexual Misconduct (in progress) 

o 06-00-02 Sex Discrimination and Sexual Harassment (in progress) 

o 06-00-03 Discrimination and Harassment (in progress) 

o 06-00-04 Sexual Misconduct (in progress) 

• TBR Procedure P-080: Discrimination & Harassment – Complaint & Investigation Procedure.  

• TBR Policy 6.02.00.00 Sex Discrimination and Sexual Harassment 

 

Approved by NSCC Cabinet 7/12/21 

https://policies.tbr.edu/guidelines/discrimination-harassment-complaint-investigation-procedure
https://policies.tbr.edu/policies/sex-discrimination-and-sexual-harassment-0
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03-08-00 Public Information

PURPOSE 

The purpose of this policy is the establishment of the Nashville State Community College policy 

regarding the publication and distribution of public information. 

POLICY 

Nashville State Community College will publish and widely distribute policies and calendars including 

academic calendars, grading policies, and refund policies. This information will be provided to students 

and institutional constituents for all locations and modes of delivery. 

Approved by NSCC Cabinet 7/12/21 
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03-09-00 Behavioral Intervention Team 

 

PURPOSE 

To maintain a safe educational and working environment for students and employees by creating and 

maintaining a college behavioral intervention teams (BIT) authorized and equipped to assess, intervene, 

and monitor potentially disruptive student and employee behavior. 

 

POLICY 

I. Creation of Behavioral Intervention Team 

A. As the designee of the president of Nashville State, the Vice President of Student Affairs and 

Enrollment Management shall appoint a Behavioral Intervention Team (BIT). The purpose of the 

BIT is to provide caring, preventive early intervention with students and employees whose 

behavior is disruptive or concerning and additionally to consult with faculty, staff, and students 

reporting behaviors of concern. 

1. The BIT is a tool to assist in providing a safe academic environment for faculty, staff, and 

students. 

2. The BIT is not punitive and is not a disciplinary board but rather serves as the central point 

of contact for threat assessments involving students and employees. 

3. The BIT shall be charged with developing comprehensive fact-based assessments of 

students and employees who may present a threat to the institution, its employees, 

students, and visitors and shall be empowered to take timely and appropriate action, 

consistent with TBR and Nashville State policy as well as applicable law. 

4. The BIT membership will include the Vice President of Student Affairs and Enrollment 

Management, Chief of Police, Director of Human Resources, Compliance and Diversity 

Officer, Associate Vice President of Student Affairs, Director of the Access Center, Student 

Resource Manager, and the Vice President of Academic Affairs. 

5. The BIT may be advised by the institution’s legal counsel. 

6. The BIT shall meet, at a minimum, once per semester. 

 

II. Identifying and Reporting Risks 

A. All individuals are encouraged to be alert to the possibility of campus disruptions, particularly 

acts of violence. 
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B. Employees and students shall place safety as their highest concern and shall report all acts and 

threats of violence. 

1. All reports will be handled in a confidential manner, with information released only on a 

need-to-know basis within the campus community and in accordance with federal and state 

laws and regulations. 

2. This policy strictly prohibits retaliation against any person who, in good faith, reports acts or 

threats of violence pursuant to this or any other applicable law or policy. 

3. Every reasonable effort will be made to protect the safety and anonymity of anyone who 

comes forward with concerns about a threat or act of violence. 

C. Nashville State will create and publicize procedures for reporting incidents to the BIT anonymously. 

 

III. Confidentiality of Records 

A. BIT members may provide each other with information about a student being monitored by the 

BIT as is necessary to protect the health, safety, and privacy of the student or other persons and 

to generate a recommended course of action in accordance with applicable legal and 

professional standards of confidentiality, including the release of information pursuant to the 

Family Educational Rights and Privacy Act of 1974 (FERPA). 

B. Confidentiality of information and records considered by the BIT shall be maintained in 

accordance with all applicable federal and state laws and Tennessee Board of Regents and 

Nashville State policies. 

 

IV. Training 

A. All members of the BIT shall attend relevant training at least on an annual basis. 

1. Such training may include information regarding the role of the BIT on campus, reporting 

procedures, confidentiality requirements, policies and laws regarding student discipline, due 

process, and the Americans with Disabilities Act. 

 

SOURCES 

• T.C.A. § 49-8-203; All State and Federal Statutes, Acts, Codes, Rules and Regulations referenced in 

this policy; TBR Policy 7.02.00.00 Behavioral Intervention Teams 

 

Approved by NSCC Cabinet 12/13/21 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=2824aeac-4f1e-413e-817d-a3d70769fa98&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=e7e99ede-4b1c-4e45-8e4e-4f62eefa44fc
https://policies.tbr.edu/policies/behavioral-intervention-teams
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03-10-00 Freedom of Speech and Expression 

 

 

PURPOSE 

This policy reflects the commitment of Nashville State to freedom of speech and expression for all 

students and all faculty. 

 

DEFINITIONS 

• Constitutional Time, Place, and Manner Restrictions. Restrictions on the time, place, and 

manner of free speech that do not violate the First Amendment to the United States 

Constitution or Article I, Section 19 of the Tennessee Constitution that are reasonable, content- 

and viewpoint-neutral, narrowly tailored to satisfy a significant institutional interest, and leave 

open ample alternative channels for the communication of the information or message to its 

intended audience 

• Faculty or Faculty Member. Any person, whether or not the person is compensated by 

Nashville State, and regardless of political affiliation, who is tasked with providing scholarship, 

academic research, or teaching. For purposes of this part, the term "faculty" will include tenured 

and non-tenured professors, adjunct professors, visiting professors, lecturers, graduate student 

instructors, and those in comparable positions, however titled. For purposes of this part, the 

term "faculty" will not include persons whose primary responsibilities are administrative or 

managerial. 

• Free Speech. Speech, expression, or assemblies protected by the First Amendment to the 

United States Constitution or Article I, Section 19 of the Tennessee Constitution, verbal or 

written, including, but not limited to, all forms of peaceful assembly, protests, demonstrations, 

rallies, vigils, marches, public speaking, distribution of printed materials, carrying signs, displays, 

or circulating petitions. "Free speech" does not include the promotion, sale, or distribution of 

any product or service. 

• Student: An individual currently enrolled in a course of study at the institution; or an 

organization that is comprised entirely of individuals currently enrolled in a course of study at 

the institution. 
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POLICY/GUIDELINE 

I. General Principles 

A. Students have a fundamental constitutional right to free speech. 

B. Nashville State is committed to giving students the broadest possible latitude to speak, write, 

listen, challenge, learn, and discuss any issue, subject to constitutional time, place, and manner 

restrictions. 

C. Nashville State is committed to maintaining campuses as marketplaces of ideas for all students 

and all faculty in which the free exchange of ideas is not to be suppressed because the ideas put 

forth are thought by some or even by most members of the community to be offensive, unwise, 

immoral, indecent, disagreeable, conservative, liberal, traditional, radical, or wrong-headed. 

D. It is for Nashville State individual students and faculty to make judgments about ideas for 

themselves, and to act on those judgments not by seeking to suppress free speech, but by 

openly and vigorously contesting the ideas that they oppose. 

E. It is not the proper role of Nashville State to attempt to shield individuals from free speech, 

including ideas and opinions they find offensive, unwise, immoral, indecent, disagreeable, 

conservative, liberal, traditional, radical, or wrong-headed. 

F. Although Nashville State greatly values civility and mutual respect, concerns about civility and 

mutual respect will never be used by Nashville State as a justification for closing off the 

discussion of ideas, however offensive, unwise, immoral, indecent, disagreeable, conservative, 

liberal, traditional, radical, or wrong-headed those ideas may be to some students or faculty. 

G. Although all students and all faculty are free to state their own views about and contest the 

views expressed on campus, and to state their own views about and contest speakers who are 

invited to express their views on a Nashville State campus, they may not substantially obstruct 

or otherwise substantially interfere with the freedom of others to express views they reject or 

even loathe. To this end, Nashville State has a responsibility to promote a lively and fearless 

freedom of debate and deliberation and protect that freedom. 

H. Through shared governance with its faculty, Nashville State may determine on academic 

grounds who may teach, what may be taught, and how it may be taught and graded. 

I. Nashville State is committed to providing an atmosphere that is most conducive to speculation, 

experimentation, and creation by all students and all faculty, who will always remain free to 

inquire, to study and to evaluate, and to gain new understanding. 

J. The primary responsibility of faculty is to engage an honest, courageous, and persistent effort to 

search out and communicate the truth that lies in the areas of their competence. 
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K. Although faculty are free in the classroom to discuss subjects within areas of their competence, 

faculty will be cautious in expressing personal views in the classroom and will be careful not to 

introduce controversial matters that have no relationship to the subject taught, and especially 

matters in which they have no special competence or training and in which, therefore, faculty's 

views cannot claim the authority accorded statements they make about subjects within areas of 

their competence; provided, that no faculty will face adverse employment action for classroom 

speech, unless it is not reasonably germane to the subject matter of the class as broadly 

construed, and comprises a substantial portion of classroom instruction. 

L. Nashville State will maintain the generally accessible, open, outdoor areas of its campuses as 

traditional public forums for free speech by students. This does not mean that those areas must 

be equally available to non-students. 

M. An institution will not confine students' free speech to certain areas of the campuses, sometimes 

known as "free speech zones," or otherwise create policies implying that students' free speech is 

restricted to particular areas of a campus. 

N. Nashville State will not deny student activity fee funding to a student organization based on the 

viewpoints that the student organization advocates. 

O. Nashville State will not establish permitting requirements that prohibit spontaneous outdoor 

assemblies or outdoor distribution of literature. 

P. Nashville State will not charge students security fees based on the content of their speech, the 

content of the speech of guest speakers invited by students, or the anticipated reaction or 

opposition of listeners to speech. 

Q. Nashville State will allow all students and all faculty to invite guest speakers to campus to 

engage in free speech regardless of the views of guest speakers. 

R. Nashville State will not dis-invite a speaker invited by a student, student organization, or faculty 

member because the speaker's anticipated speech may be considered offensive, unwise, 

immoral, indecent, disagreeable, conservative, liberal, traditional, radical, or wrong-headed by 

students, faculty, administrators, government officials, or members of the public. 

S. Students do not have the right to disrupt previously scheduled or reserved activities occurring in 

a traditional public forum. 

T. Nashville State is not required to fund costs associated with student speech or expression. 
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II. Publication of Policy 

A. This policy will be: 

1. Published annually in the institution's student handbook and faculty handbook; 

2. Made available to students and faculty by way of a prominent notice on the institution's 

internet site other than through the electronic publication of the policy in the student 

handbook and faculty handbook; 

3. Sent annually to students and employees to their institutionally-provided email address; and 

4. Addressed by Nashville State in orientation programs for new students and new faculty. 

 

SOURCES 

• TBR Policy 1.03.02.60 Freedom of Speech and Expression 

• T.C.A. § 49-7-2401 The Campus Free Speech Protection Act 

 

 

 

Approved by NSCC Cabinet 12/13/21 

https://policies.tbr.edu/policies/freedom-speech-and-expression
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=06c51374-0a85-496e-8751-2dfe876751ae&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A5NRY-62P0-R03K-K2DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=6eb5313b-ddc0-4042-9991-149ccdf523f0
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04-01-00 Budget 

 

PURPOSE 

The purpose of this policy is to provide clear and specific responsibility for proper budget management 

and control among the institutions governed by the Tennessee Board of Regents. It is the control 

mechanism aspect of budgeting that is the focus of this policy. 

 

DEFINITIONS 

• Budgeting. The process whereby the plans of an institution are translated into an itemized, 

authorized, and systematic plan of operation, expressed in dollars, for a given period. Budgets 

are the blueprints for the orderly execution of program plans; they serve as control mechanisms 

to match anticipated and actual revenues and expenditures. 

• TBR. Tennessee Board of Regents 

 

POLICY 

I. Guiding Principles 

A. Budgeting is the process whereby the plans of an institution are translated into an 

itemized, authorized, and systematic plan of operation, expressed in dollars, for a given 

period. Budgets are the blueprints for the orderly execution of program plans; they serve 

as control mechanisms to match anticipated and actual revenues and expenditures. It is 

widely recognized that budget control is essential for effective financial management of 

any organization. 

B. Working within the institution’s shared governance process, the President has the 

responsibility and full authority to propose a budget to the Chancellor and TBR Board. 

The President will ensure that the process for budget development is open, provides for 

accountability, includes appropriate constituencies in budget planning, and incorporates 

clear guidelines and adequate training for those involved. 

C. In the development and submission of budgets, each President shall adhere to the 

following principles. 

1. Budgetary needs should be prioritized relative to the institution’s core mission 

and consistent with its strategic plan, with resources aligned accordingly. In 

situations where resources are constrained or limited, resources should be 
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redistributed as needed to ensure that limited resources meet the highest priority 

needs of the institution. 

2. Budgets must respect generational neutrality. In general, this to say that the cost 

of educating the current generation of students should be borne by the current 

generation and not be deferred to future generations. 

3. The Budget must be balanced: 

a. In total, such that all planned expenditures do not exceed expected 

revenues and use of reserves or other non-recurring funds; and 

b. On a recurring basis, such that planned ongoing (recurring) expenditures 

do not exceed expected recurring revenues. Use of non-recurring revenues 

and/or funds to meet recurring expenditures is discouraged; however, it is 

acknowledged that special circumstances may arise when it is in the best 

interest of the institution to do so. In the event non-recurring revenues 

and/or funds are budgeted to meet recurring expenses, this must be 

specifically disclosed to the TBR Board as part of the budget consideration 

process, including justification and the institution’s plan for achieving 

recurring balance. 

4. A degree of fiscal conservatism must be incorporated in the budget to reduce 

the risk of year-end deficits by: 

a. Ensuring all costs are fully recognized and budgeted. Use of anticipated 

savings as a funding source (e.g., lapsed salaries) for recurring expenses is 

discouraged. If anticipated savings are used to fund recurring expenses, 

this must be specifically disclosed to the TBR Board as part of the budget 

consideration process; 

b. Using financially conservative, yet reasonable, revenue estimates in light of 

existing conditions. Estimates of revenues derived from students must be 

based on analysis of historic enrollment patterns, modified for any recent 

observable patterns. The basis for student derived revenue estimates must 

be communicated to the TBR Board as part of the budget consideration 

process; and 

c. Maintaining appropriate contingency funds for revenue shortfalls and 

emergencies for both Education & General and Auxiliary operations, 

consistent with relevant TBR policies and guidelines. 
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5. Related to the principle on generational neutrality and to ensure the long-term 

viability of the institution, sufficient provision must be made in both Education & 

General and Auxiliary budgets to annually fund: 

a. Maintenance and facilities renewals to the physical plant and grounds; and 

b. Acquisition, repair and replacement of teaching equipment, computers, 

and other equipment. 

6. Opportunities for cost savings arising from shared services and resources 

between departments and organizations within an institution and among other 

institutions should be aggressively pursued. 

 

II. Operational Provisions 

A. Accountability for the effective management of the budget rests with the President, who 

ensures that proper controls and budget management policies are established. 

B. Guidelines and procedures may be developed that further direct and clarify application of 

the above principles in the budget development and administration process. The 

Chancellor is authorized to issue directives on these matters consistent with the 

provisions of this policy. 

 

III. Time Periods. The College budget covers a fiscal year from July 1 through June 30 of the 

following year. Preparation of the budget involves three (3) submissions: 

A. July Proposed Budget. Detailed operating budgets are submitted to TBR in the spring of 

each year for approval at the second (2nd) quarterly TBR Board Meeting. These operating 

budgets request funds for each departmental budgetary unit. The operating budget, 

when approved by the TBR Board, Tennessee Higher Education Commission, and 

Department of Finance and Administration, goes into effect on July 1 of that year. Upon 

final approval, notification of the approved total allocation for the fiscal year is given to 

administrative heads along with approved salaries for all budgeted positions. 

B. October Revised Budget. Mid-year adjustments to the July budget are submitted for TBR 

Board approval in October of each year for approval at the fourth (4th) quarterly TBR 

Board Meetings. It is prepared after actual fall enrollment and other estimated costs and 

closing balances from the prior year are known. The October budget goes into effect on 

January 1 of the fiscal year. Administrative heads are notified of approval in their monthly 

budget reports. 
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C. Spring Estimated Budget. This budget is the final budget submission for the fiscal year. It 

is submitted each spring at the same time as the July proposed budget to TBR Board. 

This is the final approved budget for the fiscal year and contains the control totals against 

which final year end amounts are compared.  

D. It should be noted that the approval of a budget does not waive statutory, policy, or 

other restrictions for expending funds. 

 

SOURCES 

• T.C.A. § 49-8-203 Powers and Duties 

 

RELATED POLICIES 

• TBR Policy 4.01.00.01 Budget Principles and Control 

 

 

 

Approved by NSCC Cabinet 8/9/21 

https://advance.lexis.com/container/?pdmfid=1000516&crid=ed177708-0f06-481d-99e9-70b48eb4847b&pdtocsearchterm=49-8-203&pdtocsearchoption=docsonly&pdsearchterms=&pdtypeofsearch=TOCSearchDoc&pdfilterstring=MTA5MTIwMA&pdsearchdisplaytext=TN+-+Tennessee+Code+Annotated&pdcontextvalue=statutes-legislation&pdtocfullpath=%2Fshared%2Ftableofcontents%2Furn%3AcontentItem%3A8001-XKW0-Y907-33PJ-00008-00&pdbcts=1651765417962&config=0151JAAwMDE1NjllYS02MjE1LTQyYjYtOWU4YS0xOTEwNDg1NzgyOTQKAFBvZENhdGFsb2dnw6sFEQKF0E34FcRC39gu&ecomp=vg1_kkk&prid=d99bd360-490e-472e-be75-040bc858732e
https://policies.tbr.edu/policies/budget-principles
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04-02-00 Accounts Receivable 

 

PURPOSE 

The purpose of this policy is to provide clear and specific responsibility for collection procedures, define 

circumstances under which student records may be put on “hold”, and define procedures for 

withholding amounts owed by employees from paychecks. 

 

DEFINITIONS 

• Types of Receivables. Accounts and notes receivable may be generated from programs and 

activities including but not limited to: Student loan programs; deferred payment programs; 

traffic and parking fines; library fines; bad checks; contracts; property rental; damage, loss, or 

liability to the institution by others; and financial aid adjustments. 

 

POLICY/GUIDELINE 

I. Student Fees and Enrollment 

A. All assessed fees by an institution governed by the Tennessee Board of Regents are due 

and payable at the time of registration. 

B. An institution may implement deferred payment plans as may be allowed under a TBR 

Guideline B-010 and as authorized for the student. 

C. An individual will not be considered for admission/readmission as a student until all past 

due debts and obligations of $100 or greater incurred in prior academic terms, of 

whatever nature, have been paid, or the student, if allowable, has entered into an 

acceptable acknowledgement of debt/promise to pay agreement with the institution for 

the past due debts and obligations. 

D. A student must pay all past due debts and obligations incurred in prior academic terms 

before being permitted to register, with the exception of balances below $100. No grade 

reports, certificates of credit, diplomas or transcripts will be issued to any student with 

any unpaid debt or obligation owed to NSCC unless the debt or obligation is evidenced 

by notes or other written contracts providing for future payment. 

 

II. Employee Receivables 

A. Employee receivables (including student employees) may result from, among other 

things, traffic and parking fines, library fines, NSCC services or bad checks. Receivables 
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from employees may be deducted from an employee’s paycheck. In order to recoup the 

amount owed from the employee's paycheck, a notice of intent will be emailed to the 

employee email address. The notice should inform the employee of the amount alleged 

to be owed and should specify that he may elect to pay the debt in full, authorize 

deductions from his paycheck or, if the employee is terminating, the check for accrued 

but unused annual leave, or contest the intent to withhold through a hearing. 

Subsequent to receiving a pre-deprivation notice of the debt owing, the employee, 

within 15 calendar days of receipt of such notice must: 

1. Pay the debt in full; 

2. Authorize NSCC to withhold a designated amount from each subsequent 

paycheck or, if the employee is terminating, from the accrued but unused annual 

leave until the debt is paid in full; 

3. Elect to contest the intent to withhold through an institutional hearing; or, 

4. Elect to contest the intent to withhold through a contested case hearing held 

pursuant to the Tennessee Uniform Administrative Procedures Act (TUAPA), TCA 

Section 4-5-301, and et. seq. 

 

III. Recovery of Overpayments to Employees 

Unlike cases in which the employee owes NSCC money, in instances of overpayments to 

employees, there is no obligation to provide a hearing. NSCC is obligated, however, to attempt 

to recoup the funds. The method of repayment will depend upon the amount of the 

overpayment, the time which has elapsed between the overpayment and its discovery, the 

hardship which immediate repayment might cause the employee because of amount of current 

salary and personal expenses, the culpability of the employees in not reporting the 

overpayment, and the longevity as well as the expectation that the employee will remain in state 

government until the repayment is completed. 

 

SOURCES 

• TBR Guideline B-010 Collection of Accounts Receivable 

• Tennessee Code Annotated Section § 49-9-108 

 

 

Approved by NSCC Cabinet 8/9/21 

Commented [ON1]: @Rector, Jennifer I am not able to 
find code 49-9-10 when I search. It comes up as not found. 
Can you advise on the reference you would like to redirect 
this to. 

https://policies.tbr.edu/guidelines/collection-accounts-receivable
mailto:Jennifer.Rector@nscc.edu
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04-03-00 Property Management 

 

 

PURPOSE 

The purpose of this policy is to establish guidelines for Property Management for Nashville State employees. 

 

DEFINITIONS 

• Capital Asset. Any nonexpendable personal property having a useful life of more than one year 

and costs $5,000 or more. 

• Sensitive Minor Equipment. Items are of a movable nature which is particularly vulnerable to 

theft and have a cost or fair value (for donated items only) between $1,500.00 and $4,999.99, or 

any computer tablets regardless of cost, regardless of funding source. 

• Infrastructure. Improvements related to the skeletal structure and function of the campus. 

• Improvement Replacement. When the new part of the asset is similar in nature to the part 

being eliminated. 

• Improvement Betterment. When the new part represents an improvement in quality over the 

part being eliminated. 

 

POLICY/GUIDELINES 

A. Capital Assets 

1. Capital assets are the responsibility of the budgetary unit head to control and monitor 

the assets located within their area. All employees should be made aware of the 

importance of the safekeeping of institutional property. The policies and guidelines 

described in this document are to be considered minimum controls for capital assets.  

2. All purchases shall be made in accordance with the College’s policy 04-04-00 

Purchasing, Accounts Payable, and Central Receiving. The following list includes some of 

the costs that should be capitalized in the appropriate asset account: 

a. The original bargained acquisition price. 

b. Freight, insurance, handling, storage, and other costs related to acquiring the asset. 

c. Cost of installation, including site preparation, assembling, and installation. 

d. Cost of trial runs and other tests required before the asset can be put into full 

operation.  

e. Cost of reconditioning equipment acquired in a used state. 
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3. The department receiving the property is responsible for documenting the receipt of all 

items purchased. Asset information is entered into the Fixed Asset module upon 

payment. Each capital asset will be assigned an inventory number and tagged by the 

Business and Finance department staff. The tag will remain on the item until such time 

as the item is no longer located at an official college location. 

B. Sensitive Minor Equipment 

1. Sensitive minor equipment (SME) is the responsibility of the budgetary unit head to 

control and monitor the assets located within their area. All employees should be made 

aware of the importance of the safekeeping of institutional property.  

2. The policies and guidelines described in this document are to be considered minimum 

controls for capital assets. All purchases shall be made in accordance with the College’s 

policy 04-04-00 Purchasing, Accounts Payable, and Central Receiving.  

3. The department receiving the property is responsible for documenting the receipt of all 

items purchased.  

4. Asset information is entered into the Asset tracking software upon payment. Each SME 

will be assigned an inventory number and tagged by the Business and Finance 

department staff. The tag will remain on the item until such time as the item is no longer 

located at an official college location. 

C. Donated Personal Property 

1. All donations of personal property should be accepted in accordance with the College’s 

policy concerning gifts to the institution, 12-03-00. Donated items should be 

coordinated with the Foundation.  

2. The value to use in recording the gift-in-kind should generally be the lower of the fair 

market value on the date of the gift or the reasonable value of the gift-in-kind to the 

institution. The value to be used in recording the gift-in-kind must be determined by the 

department receiving the use of the item and approved by the President or his designee 

before being submitted to the Business and Finance department. The appropriate ledger 

accounts will be charged with an expenditure equal to the value determined and an 

institutional revenue account will be credited.  

3. All donated capital assets must be tagged and inventoried. 

D. Disposal or Surplus of Property 

1. Business and Finance is designated as the authority for the disposal of surplus property, 

and the communications and procedures concerning the disposal of surplus personal 

property.  
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2. When a department or division determines that there is equipment or items no longer 

needed in their area, a Surplus Property Form can be obtained on the Nashville State 

Finance website requesting items be removed from the department or division.  

3. Tag numbers should not be removed from surplus items.  

4. Central Receiving will remove the items from the rooms once the form has been 

completed.  

5. The appropriate accounting entries will be made by Business and Finance to remove the 

item from the department’s inventory listing and to designate such items as surplus 

property. Generally, items will be disposed of for the following reasons: 

a. Traded in 

b. Lost or stolen 

c. Transfer to other institutions or schools within the TBR system 

d. Transfer to other state agencies 

e. Sale to eligible political subdivisions of the state and other governmental entities 

f.  Public auction, publicly advertised and held 

g. Sale under sealed bids, publicly advertised, opened and recorded 

h. Negotiated contract for sale, at arm’s length; but only in those instances in which 

the availability of the property is recurring or repetitive in character, such as 

marketable waste products 

i. Donations to a public school or public-school system 

j. Item destroyed by an appropriate method because it was determined not to be 

usable by the institution and has little or no salvage or other economic value. 

6. All disposals of must be approved by the Vice President of Business and Finance. This 

approval will serve as the authorization for the Business Office to record the removal of 

the item, after final disposition, from the capital asset inventory list and the general 

ledger. For item number 2, the appropriately completed property loss report submitted 

to the TBR will serve as authorization to remove the item from the inventory list and the 

general ledger. 

E. Physical Inventory 

A physical inventory of all capital assets and a sample of SME is to be completed annually. An 

inventory listing is to be distributed to the custodians. Each item listed is to be located; tag 

number and description should be verified. All changes in location, condition code, custodian, 

etc. should be indicated on the inventory listing. The inventory lists are then approved by the 
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Department Head and returned to the Business and Finance department. The Business and 

Finance department may, at its discretion, physically audit any and all items. 

F. Missing or Stolen Property

1. State law requires that any official of any agency of the State of Tennessee having

knowledge of shortages of state monies or the unauthorized removal of state property

report such shortages or removal immediately to the Comptroller of the Treasury.

2. To comply with the law, employees should report, as soon as possible, in written form

any capital asset not accounted for to the Vice President for Business and Finance and

the Chief of Campus Police. The notification should include a description of the item, tag

number and serial number, if available.

3. It is required that the Chief of Campus Police send the local law enforcement a police

report detailing each missing item.

4. The Vice President for Business and Finance must then file a property loss report with an

attached copy of the police report to the Tennessee Board of Regents who will then file

a report with the Comptroller’s office.

5. Therefore, all missing property reports, whether identified immediately or through an

inventory review, must include a police investigation report or an explanation from the

Vice President as to why no report is submitted.

6. Missing capital assets can be removed from the college’s records only after the above

forms have been submitted by the Vice President for Business and Finance.

G. Employee-Owned Items

The College will assume no responsibility for employee-owned items. Such items must be 

removed when the employee ceases to be employed by the College. 

H. Reconciliation

The general ledger control accounts for capital assets must be reconciled with the fixed 

asset system at least annually before the accounting records for the fiscal year is closed. 

I. Land

1. Land is generally considered to have an unlimited life and is therefore a non-depreciable

asset. Land acquired by the institution should be recorded at its original cost which

includes a variety of expenditures related to its acquisition and its preparation for use as

intended by the institution. The following are examples of expenditures that should be

capitalized as a part of the cost of land:

a. The original acquisition price.

b. Commissions related to the acquisition.
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c. Legal fees related to the acquisition. 

d. Cost of surveys. 

e. Cost of an option to buy the acquired land. 

f. Cost of removing unwanted buildings from the land, less proceeds from salvage. 

g. Unpaid taxes (to the date of acquisition) assumed by the institution. 

h. Cost of permanent improvements (e.g., landscaping) and improvements that will 

later be maintained and replaced by other governments (e.g., street lights, sewers). 

i. Cost of getting the land in condition for its intended use, such as excavation, 

grading, filing, draining, and clearing. 

J. Land Improvements 

Expenditures for land improvements that have limited lives and exceed $50,000 should be 

capitalized in a separate account from the Land and depreciated over their estimated useful 

lives. Examples of land improvements include, but are not limited to, site improvements such 

as landscaping that has a limited life (e.g., shrubbery, flowers, trees); retaining walls, parking 

lots, fencing, sidewalks, sculptures, and artwork. Land improvements are normally 

depreciated over a useful life of 20 years. 

K. Leasehold Improvements 

Leasehold improvements include improvements to existing or new leased spaces. These 

improvements should be capitalized if the cost exceeds $50,000 and the cost is borne by the 

institution. Leasehold improvements are generally depreciated over the lesser of the original 

term of the lease or the useful life of the improvements. 

L. Buildings 

1. The cost of a building includes all necessary expenditures to acquire or construct and 

prepare the building for its intended use. Buildings consist of relatively permanent 

structures, including all permanently attached fixtures, machinery and other 

appurtenance that cannot be removed without damaging the building or the item itself. 

Buildings are erected for the purpose of sheltering persons or property. Examples 

include, but are not limited to such items as academic buildings, dormitories, 

apartments, barns, etc. All buildings costing $100,000 and above should be capitalized. 

Buildings costing less than $100,000 should be expensed. Buildings are normally 

depreciated over a useful life of 60 years. 

2. Buildings acquired by purchase should be capitalized at their original cost. The following 

major expenditures are capitalized as part of the cost of buildings: 

a. The original bargained purchase price of the building. 
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b. Cost of renovation necessary to prepare the building for its intended use. 

c. Cost of building permits related to renovation. 

d. Unpaid taxes (to date of acquisition) assumed by the institution. 

e. Legal and closing fees. 

3. Buildings acquired by construction should be capitalized at their original cost. The 

following major expenditures are capitalized as part of the cost of buildings: 

a. Cost of constructing new buildings, including material, labor, and overhead. 

b. Cost of excavating land in preparation for construction. 

c. Cost of plans, blueprints, specifications, and estimates related to construction. 

d. Cost of building permits. 

e. Architectural and engineering fees. 

f. Landscaping and other improvements related to the building construction that 

cannot be separately identified from the building project (e.g., wiring within the 

building, shrubbery and sidewalks around the building). 

M. Additions and Improvements to Buildings 

1. Additions represent major expenditures that are capital in nature because they increase 

the service potential of the related building. Additions costing $50,000 or above should 

be capitalized. Additions costing less than $50,000 should be treated as repairs and 

maintenance even though they have the characteristics of capitalized expenditures. 

2. Improvements represent the substitution of a new part of an asset for an existing part. 

For example, the roof of a building may be replaced or a new HVAC may replace an old 

HVAC system. If the new part of the asset is similar in nature to the part being 

eliminated, the substitution is a called a replacement. 

3. If the new part represents an improvement in quality over the part being eliminated, the 

substitution is called betterment. Both replacements and betterments are subject to 

capitalization if the cost is $50,000 or more. 

N. Infrastructure 

Improvements valued at or above $50,000 should be capitalized. Improvements valued at less 

than $50,000 should be expensed. Examples include, but are not limited to, roads, steam lines, 

chiller systems, storm sewers, tennis courts, sewer lines, severe weather systems, athletic 

scoreboards, turf, lighting, radio and television towers, water lines, signage, all-weather track, 

telecommunications and computing wiring, and energy management systems. The same 
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accounting rules that apply to improvements to buildings also apply to improvements to 

infrastructure. Infrastructure items are normally depreciated over a useful life of 20 years. 

O. Software 

Software with a cost of $100,000 or greater should be capitalized and amortized. Capitalized 

software costs will include external direct costs of materials and services consumed in 

developing or obtaining internal-use computer software. Training costs are not internal-use 

software development costs and should be expensed as incurred. Data conversion often 

occurs during the application development stage. Data conversion costs should be 

expensed as incurred. Internal costs incurred for maintenance should be expensed as 

incurred. Software costs are normally amortized over a useful life of 10 years. 

 

SOURCES 

• TBR 04.02.20.00 Disposal of Surplus Personal Property  

• TBR B-110 Fixed Assets and Sensitive Minor Equipment 

• TBR B-080 Reporting and Resolution of institutional Losses 

• T.C.A. § 49-8-203 

• NSCC 07-04-00 Reporting Crimes and Emergencies 

• NSCC 12-03-00 Solicitation and Acceptance of Gifts policy 

 

 

 

Approved by NSCC Cabinet 8/9/21 

https://policies.tbr.edu/policies/disposal-surplus-personal-property
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/guidelines/fixed-assets-and-sensitive-minor-equipment&sa=U&ved=2ahUKEwikr_zTlsv3AhVxEEQIHfDwA9cQFnoECAIQAQ&usg=AOvVaw2lEdUpUS0puUtsyQBEHYSB
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/guidelines/reporting-and-resolution-institutional-losses&sa=U&ved=2ahUKEwiqlODhlsv3AhWZm2oFHblAAkwQFnoECAgQAQ&usg=AOvVaw0OtkimuQaYleFpTkND8faV
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=1996aa42-3d49-497f-95bb-b0f7b4ea0925&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=e072722c-eb4c-4703-927a-b71929d53254
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04-05-00 Travel 

 

PURPOSE 

The purpose of this policy is to establish guidelines for travel and reimbursement for Nashville State 

employees, students and individuals authorized to travel at the college’s expense. 

 

POLICY  

A. The following policy applies to the travel of: 

1. Employees of Nashville State Community College in the performance of their official 

duties. Provisions of this policy also may apply to individuals other than employees who 

are authorized to travel at the college’s expense;  

2. Currently enrolled students at Nashville State Community College participating in events 

on behalf of NSCC; and 

3. Employee prospects interviewing for positions at NSCC 

B. Authorization for travel will not be granted and expenses will not be reimbursed unless the 

travel is made and reimbursement claimed in accordance with this policy and any approved 

exceptions hereto. Only the travel office procurement card may be used for the payment of 

conference registration fees and airfare. Departmental procurement cards may not be used for 

expenses incurred during actual travel time except in instances of team/group travel. 

C. This policy and specific reimbursement rates for travel expenses allowed under this policy shall 

be consistent with those of the Comprehensive Travel Regulations of the State of Tennessee and 

the Tennessee Board of Regents General Travel Policy 4:03:03:00 located at 

https://policies.tbr.edu/policies/general-travel. 

D. Current reimbursement rates shall be issued by the Chancellor and can be found in Addendum 1 

of the Tennessee Board of Regents General Travel Policy 4:03:03:00 located at 

http://www.tbr.edu/policies/default.aspx?id=1050. 

Travel Approvals 

Any travel requiring an overnight stay or travel outside the NSCC service area will require 

authorization prior to travel through submission of a travel approval through the defined college’s 

approval’s process. All approvals will be required to be submitted a minimum of 30 days prior to the 

travel date. Approval submissions will contain all relevant info detailing dates, modes of travel, 

purpose and all costs involved. 

https://policies.tbr.edu/policies/general-travel
http://www.tbr.edu/policies/default.aspx?id=1050
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Prepaid Expenses 

The college will be allowed prepay conference registration fees and airline fees at the request of the 

traveler. Hotel expenses, parking fees, per diems shall all be reimbursed to the traveler once travel 

has been completed and a reimbursement claim has been submitted with the approved backup. 

Travel Reimbursements 

Any reimbursement for travel related expenses will be required to be submitted for reimbursement 

through the college’s defined travel reimbursement system with in 30 days of the completion of 

travel. Travel reimbursements will need to be accompanied by all relevant detailed receipts. 

 

I. GENERAL PROVISIONS: 

A. No authorization for travel by any employee shall be granted, and no reimbursement for travel 

expenses shall be made, except in accordance with the provisions of this policy. Reimbursement 

for travel expenses shall be limited to expenses incurred upon travel authorized in advance in 

accordance with Section II. 

B. Travel which may be authorized, and pursuant to which expenses may be reimbursed, shall be 

limited to the following: 

1. Travel which is necessary for the proper execution of official College business, or in 

justifiable pursuit of a College's educational and research objectives; or 

2. Travel to meetings and conferences of a professional nature which will increase the 

attending employee's usefulness to the College. 

C. Travel shall not include, and no reimbursement for expenses shall be made for, transportation in 

connection with an employee's “official station” of employment. The employee's “official station” 

is his or her regular area of employment activity, e.g., office headquarters, campus, or 

designated location of an employee established in the field. 

The “official station” of an employee shall be designated by the appointing authority. 

For an employee required to be on call (as determined by his or her job description), either 

overnight or on weekends, the “official station” of the employee while on call becomes his or 

her residence, or the location at which the employee receives the call. Reimbursable mileage 

begins at the location at which the employee receives the call. 

Procedures for calculating mileage are based on the fact that the Nashville State Community 

College is prohibited from reimbursing employees for normal commuting mileage. 
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1. If an employee begins or ends a trip at his/her “official station”, reimbursable mileage will be 

the mileage from the official station to the destination. 

2. If work is performed by an employee in route to or from his/her “official station”, 

reimbursable mileage is computed by deducting the employee’s normal community mileage 

from the actual mileage driven. 

3. If an employee travels between destinations without returning to his “official station” or his 

residence, reimbursable mileage is the actual mileage between those destinations. 

Specific to when a faculty member is asked to teach at multiple locations on the same day, the 

faculty member shall be compensated for mileage less their normal commute with prior 

approval from the Vice President of Academic Affairs. Such approval should be included in 

supporting documentation with the claim. 

D. The employee is considered to be on official travel status, and as such, eligible for 

reimbursement of travel expenses, at the time of departure from the employee's “official 

station” for the purpose of traveling on College business.  

a. Expenses for meals will be allowed when overnight travel.  

b. In route lodging will be allowed for only one day each way on trips of long duration. 

i. Expenses for lodging will only be allowed in cases where the approved and most 

direct or expeditious mode of travel will require more than ten (10) hours of 

continuous travel for trips of long duration.  

ii. The lodging expense will not be considered in route lodging if it does not add 

an additional day of lodging expense. For example: An employee has a 9:00 a.m. 

meeting in Atlanta, GA. Assume the employee needs to work a full day prior to 

the trip. It would be less expensive and more convenient to drive rather than fly. 

The employee leaves the night before and drives to within two hours of Atlanta. 

Then the employee spends the night, continues the drive the next morning and 

arrives for the 9:00 a.m. meeting. This will be reimbursed but is not considered in 

route lodging as it did not add an additional day of lodging expense to the 

normal travel expenses. 

E. The limitations on travel expenses contained herein are maximum amounts above which 

reimbursement shall not be made. Employees are expected to be as conservative as possible in 

incurring travel expenses. 

F. Reimbursement for travel expenses shall only be allowed for actual expenses incurred, subject to 

the maximum limitations shown on the Tennessee Board of Regents website cited in Addendum 



 

  

 

 
BUSINESS & FINANCE POLICIES 

 
________________________________________________________________________________________ 

04-05-00 Travel  PAGE 4 of 12 

 

1 to the General Travel Policy 4:03:03:00 located at 

http://www.tbr.edu/policies/default.aspx?id=1050.  

Receipts must accompany claims for reimbursement for all expenses exceeding the amount 

cited on the Tennessee Board of Regents website cited in Addendum 1 to the General Travel 

Policy 4:03:03:00 located at http://www.tbr.edu/policies/default.aspx?id=1050. 

G. Internet travel sites such as Expedia, Travelocity or Kayak can be utilized to purchase single 

travel services such as an airline ticket. Internet travel sites cannot be used to purchase a 

package of more than one travel service. Purchases of travel packages that combine services 

such as lodging, airline, or vehicle rentals are not allowed. These package deals do not usually 

provide sufficient itemized pricing for each service purchased and therefore do not allow for 

proper comparison to CONUS or conference rates as required by policy. 

 

II. AUTHORIZATION OF TRAVEL 

A. Approving Authorities. The president or his or her designees shall have authority to approve 

travel by employees of Nashville State Community College. Authorization for travel by a student, 

regardless of the destination, shall be approved by the president of the College or his or her 

designee. 

B. In-State Travel. All employees must obtain prior authorization for in-state travel by the 

employee's appropriate approving authority when traveling outside the college’s service area. 

C. Out-of-State Travel. All employees must obtain prior written authorization for out-of-state 

travel, which must be approved by the employee's appropriate approving authority and the 

president of the college. The authorization must show the name of the person traveling, 

purpose of the trip, destinations, date of departure and return, mode of transportation, 

estimated expenses, and availability of funds. 

D. All Other Travel. Authorization for travel by an employee to Alaska, Hawaii, and all out-of-

country travel shall be subject to approval by the president. Authorization for travel to Alaska, 

Hawaii, and all out-of-country travel by the president shall be subject to approval by the 

Chancellor (or his/her designee). 

 

III. TRANSPORTATION 

A. General. All travel must be by the most direct or expeditious route possible and any employee 

who travels by an indirect route must bear any extra expense occasioned thereby. When work is 

performed by an employee in route to or from the “official station,” reimbursable mileage is 

http://www.tbr.edu/policies/default.aspx?id=1050
http://www.tbr.edu/policies/default.aspx?id=1050
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computed by deducting the employee's normal commuting mileage from the actual mileage 

driven in performing the work in route to or from the “official station”. For example, if an 

employee normally commutes 10 miles (20 miles round trip), and performs work on the way 

home from the “official station” which results in 12 miles driven, the mileage reimbursement will 

be for 2 miles only, as that is the amount of mileage in excess of the employee's normal 

commute. In no instance shall mileage claimed for reimbursement exceed actual miles traveled. 

The Blanket Travel approval designation allows an employee to travel within the Nashville State 

Community college service area without having to submit a Travel Approval before every trip. 

B. Mode of Transportation. Transportation for employees traveling singly should be by common 

carrier (air, train, or bus) whenever practical. The use of air travel is recommended when time is 

an important factor or when the trip is so long that other methods of travel would increase the 

subsistence expense. Automobile transportation may be used to save time when common 

carrier transportation cannot be satisfactorily scheduled, or to reduce expenses when two or 

more employees are making the trip. Reimbursement for personal vehicle use may be claimed at 

the standard mileage rate provided that the cost of such reimbursement is less than comparable 

cost of commercial transportation including taxi fares and/or limousine charges. 

C. Common Carrier Travel. When travel is by common carrier, the fare must not exceed the 

regular coach fare charged the general public, and advantage must be taken of roundtrip rates 

when available. The employee's copy of the ticket, or an acceptable receipt, must be submitted 

for reimbursement of common carrier expenses. Baggage fees will be reimbursed when 

necessary. A receipt is required for reimbursement. Charges for trip insurance are not 

reimbursable. The State of Tennessee is self-insured and does not purchase separate insurance 

policies, and therefore will not reimburse for insurance purchases made for trips. No 

reimbursement will be provided for priority seating or boarding privileges. 

D. Chartered Aircraft. Generally, faculty and staff (including group travel and athletics) whose 

duties require travel will use commercial ground and air carriers or a college automobile. 

However, a chartered aircraft may be used if time and/or distance preclude ground travel or if a 

commercial air service is either unavailable or does not meet the needs of the traveler(s). The 

following guidelines apply: 

1. The President of the College shall assign the following duties to a responsible official: (1) 

reviewing and approving requests for charter air services, (2) scheduling charter flights, and 

(3) informing those who request charter flights of the charter company’s policy on canceling 

scheduled flights. 
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2. Charter services will be obtained only when it can be shown that the charter does not 

exceed the sum of all traveling costs by commercial carrier (e.g. transportation, meals, and 

lodging) or that circumstances necessitate travel when no other means is available. 

3. The charter company must provide the College with an original, itemized invoice showing 

the beginning and ending dates of the charter, the origin and destination of each flight, and 

the names of passengers on each flight. 

E. Automobile Travel. When travel by automobile is appropriate, employees may use state-

owned automobiles whenever available and feasible. However, state- owned vehicles should be 

used only on official business. 

1. State Owned Automobiles. When transportation is by a state-owned automobile, tolls, parking, 

gasoline and storage expenses are allowable. When using motor pool automobiles, employees 

will be furnished with courtesy cards for purchase of gasoline, oil, and other automobile 

services, and such expenses should not be claimed by employees as travel expenses. 

Emergency out-of-pocket expenses, such as towing or emergency repairs, will be 

reimbursed but must be accompanied by proper receipt identifying the automobile and 

itemizing the services. Such expenditures must be of an emergency nature when immediate 

service is required and access to a state facility is not possible. Major repairs should be 

approved by campus officials prior to work being performed. Such expenditures are allowed 

but should be filed for reimbursement separately. 

2. Personally-Owned Automobiles. Use of a personally-owned automobile must be authorized. 

Mileage reimbursement rates are provided on the Tennessee Board of Regents website sited 

in Addendum 1 to the General Travel Policy 4:03:03:00 located at 

http://www.tbr.edu/policies/default.aspx?id=1050. The authorized mileage allowance 

includes all operating expenses such as gas, oil, and repairs precluding any separate claim 

for such items. Employees may use reputable websites to determine point-to-point and/or 

vicinity mileage. 

3. The travel claim must indicate the employee's itinerary and must show the official business 

mileage. Business mileage, as indicated by the official state map and that published by 

Rand-McNally or reputable websites for out-of-state mileage will be regarded as official. 

Vicinity mileage must be reported on a separate line and not included with point-to-point 

mileage. Only mileage on official business may be claimed. See Section I, Paragraph C 

regarding normal commuting mileage. 

4. Necessary charges for hotel and airport parking will be allowed provided that airport 

parking fees do not exceed normal taxi fare to and from the airport or the cost of two round 

http://www.tbr.edu/policies/default.aspx?id=1050
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trips in the employee's personal car (see item K below). Receipts must be furnished on 

airport and hotel parking. 

F. Rideshare & Taxi Service. When travel is by common carrier, reasonable rideshare and taxi 

fares will be allowed for necessary transportation. After arrival at destination, necessary taxi and 

rideshare fares for traveling between hotels or lodging and meetings/conferences will be 

allowed. 

G. Car Rentals at Destination. Charges for automobile rental shall be allowed whenever it is more 

economical than alternative methods of transportation or it is the only practical means of 

transportation. Charges for insurance for rented automobiles are not reimbursable. Whenever 

possible, employees should refuel before returning vehicles. 

H. Tolls and Ferry Fees. Reasonable tolls and ferry fees will be allowed when necessary. No receipt 

is required for reimbursement of tolls and ferry fees. 

I. Daily Parking Fees. Those employees required to utilize commercial parking facilities in the 

daily performance of duties, or while on travel status, will be allowed reimbursement for actual 

costs. Receipts are required if the fee exceeds the maximum indicated per day (see Addendum 1 

to the TBR General Travel Policy (4:03:03:00) located on the Tennessee Board of Regents website 

located at http://www.tbr.edu/policies/default.aspx?id=1050). 

J. Unnecessary meals and lodging expenses which are occasioned by the use of an automobile for 

reasons of the employee's personal convenience, or which are due to travel by an indirect route, 

will not be allowed. 

K. If travel is by common carrier, the employee will be reimbursed for expenses in traveling to and 

from the common carrier including but not limited to the reasonable cost of one of the 

following options, whichever is less: 

1. One round trip taxi fare, or 

2. Parking of the employee's personal car at the rate up to the lowest rate of on-site parking at 

the airport, plus mileage of one round trip, or 

3. Mileage of two round trips in the employee's personal car (subject to a 200-mile maximum 

for two round trips). 

4. Receipts must be furnished on airport and hotel parking. 

 

IV. LODGING 

A. In-State Lodging. Lodging expenses incurred within the state while on authorized travel will be 

reimbursable to the maximum shown on Addendum 1 to the TBR General Travel Policy 

http://www.tbr.edu/policies/default.aspx?id=1050
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(4:03:03:00) located on the Tennessee Board of Regents website located at 

http://www.tbr.edu/policies/default.aspx?id=1050. 

B. Out-of-State Lodging. Lodging expenses incurred out of the state while on authorized travel 

will be reimbursable according to the maximum reimbursement rates for out-of-state travel 

maintained by the U. S. General Services Administration for federal employees within the 

continental United States (CONUS). The CONUS list, available on the General Services 

Administration web site located at 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC, 

contains a standard reimbursement rate for lodging and meals and incidentals, and several 

pages of exceptions. Most destinations for out-of-state travel fall within the list of exceptions. En 

route lodging will be allowed for only one day each way on trips of long duration. En route 

lodging will only be allowed in cases when the approved and most direct or expeditious mode 

of travel will require more than ten (10) hours of continuous travel. 

C. Additional Lodging Expenses. Sales taxes on lodging costs will be reimbursable. Higher rates for 

lodging at the location of a convention or conference will be allowed, without special approval, up 

to the amount indicated in the convention or conference brochure or conference website. 

Additional lodging for presidents will be approved on the same basis as approval is granted for 

other employees. Any exceptions must be approved by the Chancellor. 

The convention or conference brochure which indicates the lodging rates must be included with 

the travel claim. Otherwise, reimbursement will be limited to the applicable lodging rate as 

provided in these regulations. 

D. Shared Lodging. In the event of double occupancy for state employees on official travel, both 

employees should attach an explanation to his/her travel claim detailing dates and other 

employees with whom the room was shared. The lodging cost may be claimed by the employee 

who incurred the cost, or one half the double occupancy charge may be allowable for each 

employee. 

If a room is shared with other than a state employee, actual cost subject to the maximum sited 

in Addendum 1 of the TBR General Travel Policy (4:03:03:00) located on the Tennessee Board of 

Regents website located at http://www.tbr.edu/policies/default.aspx?id=1050 will be allowed. 

The receipt for the entire amount should be submitted with the expense account. 

Lodging expenses incurred within the state while on authorized travel will be reimbursable to the 

maximum shown on Addendum 1 to the TBR General Travel Policy (4:03:03:00) located on the 

Tennessee Board of Regents website located at http://www.tbr.edu/policies/default.aspx?id=1050. 

 

http://www.tbr.edu/policies/default.aspx?id=1050
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC
http://www.tbr.edu/policies/default.aspx?id=1050
http://www.tbr.edu/policies/default.aspx?id=1050
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V. MEALS 

A. In-State and Out-of-State Meals.  

1. In-state meals eaten while on authorized travel will be reimbursed, subject to the meal 

allowance provided on the Addendum 1 to the TBR General Travel Policy (4:03:03:00) 

located on the Tennessee Board of Regents website located at 

http://www.tbr.edu/policies/default.aspx?id=1050. The maximum per diem rates include a 

fixed allowance for meals and for incidental expenses (M&I). The M&I rate, or fraction 

thereof, is payable to the traveler without itemization of expenses or receipts. Incidentals are 

intended to include miscellaneous costs associated with travel such as tips for baggage 

handling, phone calls home, etc. 

2. Out of Country meals are reimbursed at actual expense with receipts. If no receipts are 

provided, the maximum rate will be the maximum Conus rate of Out- of-State travel. 

3. The M&I rates for out-of-state travel are the same as those for federal employees, and are 

available on the General Services Administration’s web site located at 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_B

ASIC. As with lodging, there is a standard rate for the continental United States (CONUS), 

and a list of exceptions. 

4. Reimbursement for meals and incidentals for the day of departure shall be three- fourths of 

the appropriate M&I rate (either the in-state rate or CONUS rate for out-of-state travel) at 

the rate prescribed for the lodging location. Reimbursement for M&I for the day of return 

shall be three-fourths of the M&I rate applicable to the preceding calendar day. 

5. Reimbursement for meals will not be permitted when overnight travel is not involved. Revisions 

that are required solely by changes in CONUS rates will not be subject to Board approval. 

B. Official Banquets. When the expenses for an official banquet of a meeting or conference is in 

excess of the meal allowance, the excess will be allowed provided a receipt or proper 

explanation of the charge is submitted. 

 

VI. MISCELLANEOUS EXPENSES 

A. Personal Expenses. Expenses for entertainment (employee or others), laundry, valet service, tips 

and gratuities, etc., are personal expenses and will not be reimbursed in excess of the incidental 

portion of the M&I rate. 

B. Telephone and Fax Expenses. Charges for long distance telephone calls or fax on official 

business will be allowed provided a statement is furnished showing the date, the name and 

http://www.tbr.edu/policies/default.aspx?id=1050
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC
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location called, and the purpose of the call. Charges for necessary local calls on official business 

will be allowed. 

C. Registration Fees. Registration fees for approved conferences, conventions, seminars, meetings, 

etc., will be allowed including cost of official banquets and/or luncheons, if authorized in advance by 

the appropriate approving authority, and provided receipts are submitted with the travel claim. If 

the registration fee is paid with the College procurement card, a copy of the travel authorization 

along with any other applicable documentation must be kept with the procurement card log. 

 

VII. CLAIMS 

A. The standard form for claims for travel expenses approved by the approving authority shall be 

used for reimbursement of expenses. The form must show movement and detail of expenses on 

a daily basis. All signatures on travel claims must be original or electronic. Receipts for 

appropriate expenses must be attached to the form. 

B. Expenses for books, supplies, postage, and other items that do not constitute actual traveling 

expenses should not be included in the claim form. Claims for reimbursement for travel 

expenses should be submitted no later than thirty (30) days after completion of the travel. 

 

VIII. TRAVEL ADVANCES 

A. General. Normally travel expenses should be paid when incurred by an employee, with 

reimbursement made to the employee for actual expenses upon proper submission of a claim 

for travel expenses. Advances to employees for anticipated travel expenses may be made under 

the circumstances hereinafter described as (1) permanent travel advances and (2) temporary 

travel advances are only under extraordinary circumstances as determined by the approving 

authority. All travel advances must be approved by the president or his or her designees for 

employees of the College. 

B. Temporary Travel Advances. When temporary travel is authorized for an employee, the 

employee may receive an advance, provided a request for the advance, including estimated 

expenses, is submitted to the appropriate approving authority with the request for written 

authorization for the travel, and is approved. An amount equal to 80% of the estimated 

expenditures will be allowed as an advance, however, no advance less than $100 will be made. 

Students traveling under individual authorizations or an employee traveling with a student or 

students who is responsible for disbursing all funds for the trip may be advanced 100% of the 

amount of the authorization. 
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C. Payroll Deduction Authorization. Each employee receiving a temporary travel advance for the 

first time must sign a payroll deduction authorization form which will allow the Nashville State 

Community College to recover the advance from any salary owed the employee in the event of 

termination of employment or failure to submit a travel claim. This deduction from payroll should 

be used as a last resort only in the event all other efforts to collect the advance have failed. 

D. Expense Claim. Upon return, the employee should submit an expense claim detailing his or her 

actual expenditures. This claim should show the total expenses incurred. The advanced amount 

should be subtracted from this total. A voucher should then be prepared requesting the 

additional amount due the employee. No advance should exceed actual expenses. If this does 

happen, however, the excess should be returned by the employee to the business office for 

deposit as a credit against the original advance with proper distribution being made of the 

actual expenses incurred. In the latter instance, the expense account claim should be forwarded 

to the business office with notification to file it with the advance request. 

 

IX. TRAVEL REIMBURSEMENT FOR PROSPECTIVE EMPLOYEES 

Nashville State Community College may reimburse travel expenses for prospective employees at the 

discretion of the dean or director with the pre-approval of the appropriate vice president under the 

following conditions. 

A. Reimbursement can only be offered if there are available funds in the Human Resources 

department budget. 

B. Mileage reimbursement can only be offered to those prospective employees who are required 

to travel 300 miles or more roundtrip. The mileage reimbursement rate will be the same as given 

to Nashville State Community College employees. 

C. One night’s hotel accommodation can be paid if an overnight stay is required using the same 

rules and the same rates allowed for Nashville State Community College employees. 

D. Airline expenses can be reimbursed if it is determined that air travel is the most reasonable 

mode of travel and the cost of an airline ticket is less than that the cost of automobile mileage 

for the same trip. A rental car may be reimbursed to provide transportation to and from the 

airport to the college. 

E. At the discretion of the President or his/her designees, a stipend may be offered to the 

prospective employee for interviewee expenses not to exceed a stipulated amount. 

 

X. EXCEPTIONS: THIS SECTION HAS BEEN CHANGED AS THIS ONLY APPLIES TO TRAVEL OF THE 

PRESIDENT IN THE COMPANY OF THE CHANCELLOR AND IS COVERED UNDER THE TBR POLICY. 
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Please refer to Tennessee Board of Regents General Travel Policy Number 4:03:03:00 located on the 

Tennessee Board of Regent’s website http://www.tbr.edu/policies/default.aspx?id=1050. 

 

XI. REIMBURSEMENT RATES 

A. General Reimbursement Rates. Current general reimbursement rates can be located on the 

Tennessee Board of Regents website in Addendum 1 to the General Travel Policy 4:03:03:00 

located at http://www.tbr.edu/policies/default.aspx?id=1050. 

B. In-State Travel Reimbursement Rates. Current in-state reimbursement rates can be located on 

the Tennessee Board of Regents website in Addendum 1 to the General Travel Policy 4:03:03:00 

located at https://policies.tbr.edu/policies/general-travel 

C. Out of State Reimbursement Rates. Employees are to utilize the U.S. General Services 

Administration CONUS (Continental United States) rates provided by the federal government. 

The CONUS rates are located on the U.S. Government’s web page at http://www.gsa.gov/. 

D. Out-of-Country Reimbursement Rates. Current out-of-country reimbursement rates can be 

located on the Tennessee Board of Regents website in Addendum 1 to the General Travel Policy 

4:03:03:00 located at http://www.tbr.edu/policies/default.aspx?id=1050. 

E. International Education Reimbursement Rates. The President or his/her designee may grant 

exceptions to reimburse at an amount less than the standard reimbursement rate for expenses 

incurred for group travel by employees and students participating in activities associated with 

the International Education Program. Exceptions may be granted on a case-by-case basis, i.e. for 

each travel event. Documentation for the exception should be provided. 

 

SOURCES 

• TBR 4.03.03.00 Travel Policy General Travel 

• Conus Per Diem Rates https://www.gsa.gov/travel/plan-book/per-diem-rates 

 

 

Approved by NSCC Cabinet 1/10/22 

http://www.tbr.edu/policies/default.aspx?id=1050
http://www.tbr.edu/policies/default.aspx?id=1050
https://policies.tbr.edu/policies/general-travel
http://www.gsa.gov/
http://www.tbr.edu/policies/default.aspx?id=1050
https://policies.tbr.edu/policies/general-travel
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
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04-07-00 General Payroll 

 

PURPOSE 

The purpose of this policy is to pay employees for time worked in an accurate and timely manner, in 

accordance with applicable federal, state & local laws, and to maintain the required supporting 

documents and records.   

 

POLICY/GUIDELINE   

Employees are paid hourly or salary depending on what type of contract/agreement they have with 

Nashville State Community College and all employees are paid monthly.  The workweek is Saturday 

through Friday. For payroll to be able to pay an employee, payroll must receive a Personnel Action Form 

(PAF) or an Extra Compensation Form from Human Resources.  The different types and how they are 

paid is explained below. 

A. Adjunct Faculty. Fall and spring semester contracts are divided into equal payments depending 

on the length of the contract and are paid the last day of the month, with the exception of 

December.  Spring and fall semester contracts will receive their first payment at the end of 

February and September, respectively.   For summer semester, if you teach a full 10-week 

summer session and it crosses fiscal years, your June paycheck will be based on the percentage 

of the 10-week session that is prior to June 30.   The remainder of the contract will be paid in 2 

equal payments.  For example, for summer 2021, there are 51 days from the date classes start 

(May 24) until grades are due (August 2).  There are 28 days from May 24-June 30; therefore, 

your June payment would be 55% of your total contract.  The remaining 45% would be divided 

equally between July and August. 

B. Temporary Hourly/Student Workers. Once payroll enters the PAF into Banner, you will be able 

to access your timesheet through MYNSCC.  The timesheets are for a calendar month and paid 

on the 15th of the following month.  For example, time submitted for work done in February will 

be paid on March 15. 

C. Administrative/Professional/Executives. You will be paid at the end of the month for the 

current month.  For example, your March 31 paycheck will be for work done in March. 

D. Clerical. You will be paid at the end of the month for the current month.  For example, your 

March 31 paycheck will be for work done in March.  If you work overtime that month that is to 

be paid, you will receive it the following month. 

E. Academic Year Faculty. You earn one-half of your salary in the fall and one-half your salary in 

the spring; however, it is paid over 12 months to maintain your benefits for the summer and 

where you won’t have a break in service.  If you begin after the start of the academic year or 

leave before the end of the academic year, your salary will be prorated for that semester based 

on the percentage of days you will be working compared to number of days for working the full 
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semester. For example, if the academic semester starts for faculty on August 12 and you, 

however, you don’t start until August 24, you would receive 90% of the fall semester’s salary 

since there are 84 days in the fall semester.  The same calculation would apply if you left before 

a semester ended. 

 

 

Approved by NSCC Cabinet 8/9/21 
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04-07-01 Direct Deposit 

 

PURPOSE 

The purpose of this policy is to comply with TBR policy 5.01.00.00. The direct deposit policy promotes 

safe, confidential, convenient and fast payments to all Nashville State Community College employees. 

 

POLICY/GUIDELINE 

A. All NSCC employees (full-time and part-time) (regular and temporary) are required to participate in 

the direct deposit program for their salaries to a financial institution of their choice. 

B. Student employees have the option to participate or not in the direct deposit program. 

C. NSCC prenotes all new or changes to existing direct deposit information to ensure all account 

information is correct. 

D. The preferred method of completing a direct deposit form is through MYNSCC. The form can be 

found under “Employee Quick Picks”. If you do not have access to MYNSCC, you may obtain a 

form from the Payroll and Human Resources offices. 

E. Once the direct deposit authorization is received by the payroll office, it may take up to 2 pay 

cycles to become effective during which a “paper” check will be issued and may be picked up in 

the Bursar’s office on payday between 8:00 a.m. and noon. After that time, paychecks will be 

mailed to your home address. 

 

SOURCES 

T.C.A. § 8-23-202 

 

RELATED POLICIES 

• NSCC 05-01-00 General Personnel Policy 

• TBR 5.01.00.00 General Personnel Policy  

 

 

Approved by NSCC Cabinet 8/9/21 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=9d4df37c-04b3-47cc-a085-f7fbbc02c576&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X8K-T4C0-R03M-73FT-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=87d85224-868a-440b-aeac-3116f921e7fe
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=9d4df37c-04b3-47cc-a085-f7fbbc02c576&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X8K-T4C0-R03M-73FT-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=87d85224-868a-440b-aeac-3116f921e7fe
https://policies.tbr.edu/policies/general-personnel-policy
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04-10-00 Accounts Payable, Direct Payment and Central Receiving 

 

PURPOSE 

The purpose of this policy is to establish guidelines for Accounts Payable, Direct Payments and Central 

Receiving for Nashville State employees. 

 

DEFINITIONS 

• AP. Accounts payable 

• PO. Purchase orders 

• Vendor. A person or business that has provided a product/service to NSCC.  

• Direct Payment Requisitions. Employee reimbursements and limited transactions that have 

specifically been approved by the Director of Accounting, to be processed as special 

reimbursements. 

 

POLICY/GUIDELINE 

I. Vendor Invoice Processing 

A. Vendor invoices are the source document for accounts payable transactions. In no case 

should a department create its own accounts payable invoice. Invoices are received from 

vendors in various formats. Acceptable today are electronic invoices and original 

invoices. In order to prevent duplication, it is important that AP enters vendor invoice 

numbers exactly as they appear on the invoice including leading zeros and dashes. Only 

one vendor number for any vendor should exist in Banner. 

B. Regular Purchase Orders are only paid when a three-way match between the PO, Invoice 

and Receiving Document exists in the Banner system. Departments are required to email 

Central Receiving for all shipments received against Regular Purchase Orders in order to 

authorize payment to the vendor. Central Receiving will complete a Banner Receiving 

Document. 

C. Accounts payable will review invoices for accuracy and match the invoices to the PO. If a 

discrepancy results in an increase of payment on the PO, AP will review if the increase is 

over or under ten percent of the total PO pricing. If it is over ten percent, the 

departmental Vice President will be emailed to approve the overage. If it is under ten 

percent, AP will pay the overage. An example of overage reasons include shipping that is 

charged but not estimated on the PO. 
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D. Vendor invoices must be sent directly to the Accounts Payable Department, rather than 

having the invoice sent to the department that actually initiated the purchase. This is 

noted on all Purchase Orders. This one simple step is also encouraged by auditors and 

follows accounts payable best practices. 

 

II. Vendor Payment Processing 

A. Good business practice requires that all vendors be paid within 30 days of receipt of the 

invoice. This is contingent, of course, on the College receiving the goods and services. If 

the College is not able to pay within 30 days, we risk losing credibility with vendors. 

There are a few vendors who still provide discounts for paying quickly and the College 

may want to take advantage of those discounts.  

B. There are several factors that may prevent timely payment including lack of receipt 

verification from the department.  

C. In the interests of efficiency and productivity, vendor payment checks will typically be 

written and mailed once a week. Vendor checks will be mailed to the vendor. Multiple 

invoices from a specific vendor are generally consolidated into a single payment by the 

financial system. 

 

III. Direct Payment Processing 

A. Employee reimbursements are processed as direct payments. There are limited 

circumstances when the College will pay an invoice without a purchase order. Examples 

of this are utility costs which are invoiced regardless of an order being placed. 

 

IV. Receiving Processing 

A. Central Receiving will sort packages received by Purchase Order number. Packages will 

then be delivered. A picture will be taken and an email will be sent to Requestor with 

PO#, room#, number of packages, date delivered and who delivered the packages. 

There is no signature required or paperwork needed. The Receiver must personally verify 

the items received and send an email to Central Receiving acknowledging verification of 

items received within five business days of receiving a shipment or completion of a 

service.  

B. Partial Shipments need to be received as the items are delivered. Vendors typically bill as 

items ship and should be paid accordingly. Central Receiving will send out notices 

starting on the fifth day requesting receiving be completed. 
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C. Receiving should be completed by emailing Central Receiving at 

CentralReceiving@nscc.edu, once products or services have been received or performed. 

Receiving should not be completed for "all" unless all services and product has been 

received, with exception of a few vendors. The following vendor purchase orders may be 

received "all" once the purchase order has been completed. AT&T, Auto-Chlor Systems, 

Beacon Technology, Canon, Data Blue, Emma, GCA, Johnson Controls Fire Protection, 

OCLC, Inc., RJ Young, SSC, Thomson West, Verizon, and Windstream. 

 

SOURCES 

TBR 04.02.10.00 Purchasing 

 

 

 

Approved by NSCC Cabinet 8/9/21 

mailto:CentralReceiving@nscc.edu
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04-11-00 Approval of Agreements 

 

PURPOSE 

To define the requirements and the approval process concerning non-personnel Nashville State 

agreements and contracts. 

 

POLICY/GUIDELINE 

I. Initiation of Agreements/Contracts 

A. TBR Sample Contracts 

1. The department for which services are to be provided will generally initiate the 

agreement or contract. To help ensure compliance with TBR contract policy, the 

TBR sample contract should be used, when possible, as the basis for drafting a 

contract. Sample TBR contracts are included in TBR Guideline G-030 or are 

available on the Nashville State Business and Finance Website. 

B. Vendor-Provided Contracts 

1. In some instances, the company or individual providing the services may require 

that its own contract form be used. This generally requires that the contract form 

be reviewed and sections of the contract, amendments or addenda that are not 

in compliance with TBR policy be marked out and initialed. 

C. Assistance in Drafting or Revising Contracts 

1. Individuals needing assistance in drafting or revising contracts should contact 

either the Administrative Secretary for Business and Finance or the Manager of 

Purchasing and Contracts. 

D. Required Number of Copies of Contracts 

1. 1. One original copy and one electronic copy should be submitted for approval. 

 

II. Submitting Contracts for Approval 

A. Contracts should not be signed by the individual or company providing the services prior 

to submitting the contract for approval by Nashville State. Therefore, it is very important 

that contracts conform to TBR sample contracts or that the individual submitting the 

contract has enlisted the assistance of the Office of Business and Finance in drafting or 

revising a contract. 
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B. Contracts should be submitted to the Administrative Secretary of Business and Finance 

via the dynamic forms process so the review and approval by the appropriate Vice 

President is documented and a Contract Approval Form is created. The Manager of 

Purchasing and Contracts or the Vice President of Business and Finance reviews 

contracts for compliance with TBR requirements and either returns the contract to the 

individual/department initiating the contract for revisions, or forwards the contract to 

the appropriate individual(s) for signatures approval. 

C. Individuals submitting a contract should allow for a minimum of two weeks for review 

and approval of a contract if the contract requires no revision. 

D. Individuals or departments submitting multiple contracts at one time should allow 

additional time for review and approval. It is the responsibility of the individual initiating 

the contract to allow sufficient time for processing a contract prior to the time when 

services involved will be needed. 

III. Logging and Numbering Contracts 

A. After the appropriate signature authority has signed the contracts, contract numbers will 

be assigned and the contracts logged. Contracts signed by the President will be logged 

and numbered by the Administrative Secretary of Business and Finance. 

IV. Distribution of Fully Executed Contracts 

A. A. Fully executed contracts which have all the required signatures will be distributed 

electronically to: 

1. Business Office (e.g., Accounts Payable, Payroll, or Bursar) 

2. Other party to the contract 

3. Department originating the contract 

4. TBR, if TBR approval was required 

5. Other state agency, if another state agency approval was required 

 

SOURCES 

• TBR 4.02.01.00 Approvals of Agreements and Contracts (formerly 1:03:02:10) 

• TCA § 49-8-203; All State and Federal statutes, codes, and/or rules referenced in this policy 

• TBR Contracts Guideline G-030 

 

Approved by NSCC Cabinet 8/9/21 

https://policies.tbr.edu/policies/approvals-agreements-and-contracts
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=66034929-e7e3-49e6-b8c4-7f202ca85cb9&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=e029ae90-6ba4-4005-8ee5-0e906935c780
https://policies.tbr.edu/guidelines/contracts-guideline
https://policies.tbr.edu/guidelines/contracts-guideline


 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-01-00 General Personnel  PAGE 1 of 9 

 

05-01-00 General Personnel 

 

PURPOSE 

To delegate to the College’s president, the authority and responsibility hereinafter specified concerning 

personnel, which the Tennessee Board of Regents finds to be necessary and appropriate for efficient 

administration of the institutions, and to establish standards, guidelines, and reporting requirements for 

the exercise of the delegated authority. 

 

DEFINITIONS 

• Promotion. Defined as an increase in position or rank brought about by means of assuming the 

duties of a vacant position of higher classification in the employee’s department, or assuming 

duties which warrant a reclassification of the present position to one at a higher level. 

• Demotion. Defined as a decrease in position or rank brought about by means of assuming the 

duties of a vacant position of lower classification, the realignment of duties presently performed 

which warrant a reclassification of present position to one at a lower level, or the assignment of 

a position at a lower classification subsequent to a disciplinary procedure or disqualification 

from present duties. 

• Reclassification. When an employee’s duties and responsibilities change and may include an 

appropriate salary, title and/or FLSA designation adjustment. 

• Lateral Transfer. Defined as the assumption of duties of another position at the same level. 

 

POLICY/GUIDELINE 

I. Scope of Delegation 

A. Presidents 

1. The appointments and terminations which require the prior approval of the president 

and the Chancellor include: 

a. All Vice Presidents or other executives reporting directly to the President (academic, 

business, student affairs, etc.) including all interim appointments; 

b. Any other positions which may be designated by the Chancellor. 

2. No offer of employment can be made for positions requiring the Chancellor’s approval 

until the on-line appointment form has been signed by the Chancellor or designee. 

3. The President has the authority to establish institutional policy or practice for 

appointments and terminations not requiring the Chancellor’s approval.  Such practices 

or policies shall not be inconsistent with TBR guidelines and policies. 

4. The President is authorized to appoint, determine the compensation and change of 

status of, and terminate all other employees at the institution subject to the TBR Bylaws 
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and provisions of this and other relevant Board and institution policies and procedures. 

 

II. Nature of Appointments 

A. Faculty, including part-time and temporary faculty, at community colleges shall be 

employed pursuant to the types of appointments specified in Board Policy No. 5:02:02:30, 

Faculty Promotion at Community Colleges, which is incorporated herein by reference. 

B. Employees other than faculty, i.e., staff, are employed on an at-will basis.  This means that 

staff are free to terminate/resign from their employment at any time, either with or without 

reason and with or without notice.  TBR and TBR institutions also have the right to terminate 

staff at any time, with or without reason and with or without notice, provided the basis for 

termination is not because of participation in protected activities, unlawful discrimination or 

other considerations prohibited under federal/state law.  Supervisors must consult with the 

Office of Human Resources on the procedures for terminating the employment of any staff 

employee and are not authorized to act on their own without prior consultation with the 

Office of Human Resources and the approval from the President.  Only the President has the 

authority to terminate staff.  Although TBR and TBR institutions may choose to terminate a 

staff employee for cause and/or gross misconduct, neither cause nor gross misconduct is 

required. 

1. Only the Board and Chancellor have the authority to enter into staff employment 

contracts for a specified period of time, or to make any agreement contrary to this at-

will arrangement.  Any such agreement must be in writing and signed by an appropriate 

Board Member or by the Chancellor. 

2. Any staff employment contract in effect at the time of this policy revision shall terminate 

upon its expiration, and the institution shall not renew it. 

3. Appointment letters for staff shall be generated by the Office of Human Resources and 

shall be substantially consistent with Exhibit 11 within TBR Guideline P-010.  Any 

variations to the existing template provided must be reviewed and approved by the 

Office of General Counsel. 

C. All full-time personnel, including faculty, shall be required to devote a minimum of 37.5 

hours per week to their duties at the college, and shall maintain appropriate office hours as 

determined by the president. 

1. The President is authorized to use flexibility as appropriate in determining the structure 

of the work week for faculty to recognize variations from traditional instructional formats 

such as afforded by online instruction, distance education, or other unique methods of 

instructional delivery. 

2. Implementation of the 37.5-hour work week is governed by TBR Guideline P-020 and 

Nashville State Policy 05-01-03. 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-01-00 General Personnel  PAGE 3 of 9 

 

D. Within the requirement of a minimum of 37.5 hours per week, faculty shall be required to 

carry a full teaching load, which shall be fifteen (15) credit hours or the equivalent per term 

for undergraduate courses and two hundred and twenty-five (225) non-credit contact hours 

or the equivalent per term. All equivalent teaching load activities shall be subject to prior 

review and approval by the president (or designee). 

E. In addition to the requirement of Section III. C. above, full-time administrative personnel 

who are appointed on an academic year basis shall be required to devote sufficient time to 

fully perform the administrative responsibilities for the academic year, including periods 

preceding or following the academic year. 

F. Personnel who are appointed on an academic year basis shall be on duty for not less than 

nine months, which shall commence from the time designated by the president prior to the 

institution's first day of class for the fall term of each year through the time designated by 

the president at the end of the spring term, and shall be subject to call for duty during that 

period regardless of whether classes are in session. 

 

III. Compensation 

A. The president is responsible for compliance with all federal and state laws and regulations, 

and all Board policies and directives, concerning compensation for employees, and 

compensation for employees shall be subject to limitations imposed by the Board or the 

General Assembly. 

B. All regular full-time personnel, whether on an academic or fiscal year appointment, shall be 

paid twelve (12) monthly installments each year, provided that exceptions may be made 

upon termination, or as approved by the Chancellor. 

C. All full-time and part-time employees are required to participate in the automatic deposit 

program for the direct deposit of their salaries or wages. The College maintains the option 

to require student workers to participate in the direct deposit program unless prohibited by 

Federal Work Study Guidelines. The College shall not charge employees or students for 

direct deposit services. 

D. Part-time instructional personnel shall be paid on the basis of the credit or non-credit 

hours taught at community colleges pursuant to the rates set forth in Exhibit 1, which shall 

be considered maximum rates for compensation of part-time faculty. 

E. Exceptions to the schedule may be approved by presidents based on bonafide market 

conditions. 

F. Each institution shall develop policies and procedures for the administration of the 

compensation system at the institution subject to the approval of the Chancellor, and 

subject to the Compensation Plan Guideline promulgated by the Board. This includes 

reclassifications and degree changes. 

G. Temporary Administrative Duties for Faculty 
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1. Faculty members may be asked to temporarily assume administrative responsibilities 

which entail moving from an academic year to a fiscal year appointment with the 

assignment of additional duties. This temporary appointment may be on a long-term 

or short-term basis but is still considered a temporary appointment subject to this 

policy. Temporary appointments are distinct from permanent at-will administrative 

positions. 

2. Temporary administrative responsibilities may or may not justify an administrative 

stipend in addition to regular salary.  The stipend amount, if any, or any other 

understanding concerning compensation must be set out in a new appointment letter.  

The appointment letter should: 

a. Include a statement that the stipend, if provided, is awarded as compensation for 

the additional administrative responsibilities and will be removed at the time the 

administrative responsibilities end; or 

b. Otherwise address how compensation would be affected at the end of a temporary 

administrative appointment. 

3. If the appointment letter does not identify the means for calculating a salary upon the 

end of the administrative appointment, the stipend shall be removed, and the employee 

shall receive a salary of 80% of the annual salary, if returning to an academic year 

appointment.  The institution may choose to exceed the 80% number on the basis of 

comparable faculty salaries, including rank, merit, length of service, experience, degrees 

or yearly percentage increase in salary.  Unless the Chancellor approves an exception, an 

employee returning or moving to a 9-month faculty position shall not receive a salary 

greater than the highest paid 9-month faculty member in the department. 

a. The awarding of an administrative stipend is an issue separate from that of 

conversion from an academic year to a fiscal year basis. When the conversion from 

an academic year to a fiscal year takes place, the institution should just convert the 

salary from the academic year contract by adding 25% and then adding any 

administrative stipend amount determined necessary. 

b. The following illustrates the procedure defined above: 

i. A faculty member making $60,000 on an academic contract is converted to a 

fiscal year contract at a salary of $75,000. 

ii. In addition, a $4,500 administrative stipend is added and so indicated because of 

additional duties.  The total amount of salary is then $79,500. 

iii. At the time the faculty member serving as administrator returns to a faculty 

position on an academic year basis, the administrative stipend will end. 

iv. Then the base faculty salary is reduced to an academic year contract at a rate of 

80% of the fiscal year salary 
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H. Faculty Appointed to Regular 12-month Administrative Position and Return to Faculty 

Assignment (Non-Temporary) 

1. When a faculty member appointed to a regular 12-month administrative position 

returns to a regular faculty position, unless otherwise agreed to in writing, the manner 

for determining the 9-month faculty salary shall take into account the following 

considerations:  faculty salary at time of moving into administrative position, rank, 

merit, length of service, experience, performance, degrees and any across the board 

increase in salary awarded to faculty while the individual served as an administrator. 

a. Unless the Chancellor approves an exception, an administrator returning or moving 

to a 9-month faculty position shall not receive a salary greater than the highest paid 

9-month faculty in the department. 

b. For individuals transitioning from a 12-month administrative position or salary to a 9-

month faculty position, or for new faculty hires that begin service after the start of the 

academic year or an academic term, institutions should apply the following process to 

establish the employee’s monthly salary for the remainder of the fiscal year: 

i. Divide the previously determined academic year (9-month) salary by the number 

of workdays in the academic year to get the daily rate. 

ii. Multiply the daily rate by the number of workdays that have passed in the 

academic year without the faculty member working in the 9-month position. 

iii. Subtract that amount from the annual salary. 

iv. Pay the remainder of the total academic year salary amount in equal monthly 

installments over the remaining fiscal year period. 

v. Example: 

1. $54,000 academic year salary/166 days in academic year = $325/day 

2. 50 days elapsed in the academic year prior to faculty assignment 

3. $325 x 50 days into academic year = $16,250 

4. $54,000 - $16,250 = $37,750 owed to faculty in equal monthly 

installments over the remainder of the fiscal year. 
 

IV. Changes of Status and Terminations 

A. The president is authorized to approve changes of status (i.e., transfers, promotions, 

demotions, or other changes in duties or responsibilities) of personnel within the scope of 

the delegation provided for in Section I, provided that when a change of status would 

cause the employee to be within the scope of positions subject to approval of the 

Chancellor, the change of status will be subject to the Chancellor's approval. 

B. Inter-institutional promotions, demotions, and transfers must be discussed and approved 

by the appointing authorities of the two institutions concerned prior to making an offer to 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-01-00 General Personnel  PAGE 6 of 9 

 

the candidate. An employee promoted must meet all established minimum qualifications 

as determined by the appointing authority. 

C. Promotion of Faculty. The promotion of faculty shall be subject to Board Policy No. 5:02:02:30, 

Faculty Promotion at Community Colleges, and Nashville State Policy 02-09-00. 

D. Promotion of Staff. Promotions of staff should be made pursuant to established and 

written criteria developed by Nashville State. Promotions and transfers are an acceptable 

means of filling vacancies. However, such promotions and transfers must be achieved 

within the parameters of applicable policies and the College’s affirmative action plan. In 

addition, any vacant position created by that promotion, if filled, must be filled within the 

provisions of applicable policies and guidelines, including Nashville State Policy 05-01-02. 

E. Terminations and Transfers. The president is authorized to terminate and transfer all 

personnel within the scope of the delegation of authority provided for in Section I, 

provided that terminations of faculty shall be pursuant to the provisions of Board Policy 

No. 5:02:03:70, Academic Tenure at Community Colleges, and Nashville State Policy 02-07-

00.  Terminations of staff and other non-faculty shall be pursuant to Board Policy No. 

5.01.00.02, Employee Disciplinary Action, and Nashville State Policy 05-03-00. 

F. Absence from Duty. An employee who is absent from duty for three (3) consecutive days 

without giving notice to the appropriate manager concerning the reason for such absence 

and without securing permission to be on leave is considered as having resigned not in 

good standing effective at the end of the third business day. 

G. Budget Reduction Actions. Reductions in force (RIF) and furloughs apply to all employees 

except tenured faculty. 

1. In the event of a budget shortfall, state impoundment, substantial reduction in revenue 

or other need to reduce personnel costs, the College’s Office of Human Resources, 

following appropriate consultation with the President and relevant senior administrators, 

will consult with the Office of General Counsel at TBR and the Chancellor prior to 

beginning the planning process for significant personnel-related budget reduction 

measures (e.g., across-the-board compensation reductions, furloughs, reductions in time 

worked by employees and reductions in force).  The Chancellor must approve any such 

actions. 

2. A reduction in force (RIF) is a layoff for an indefinite period of time, generally with no 

expectation of recall, of one or more employees resulting from the elimination of one or 

more positions due to lack of funding, reorganization, restructuring or other reason. 

3. A furlough is a temporary reduction of work hours, days or weeks, resulting in a 

proportional reduction in pay, generally for a finite period of time and with the retention 

of benefits. 

4. After consultation with the Office of General Counsel, the College’s Office of Human 

Resources will submit a written rationale for a RIF or furlough to the Chancellor for 
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approval.  The written rational will explain the basis for the decision and identify the 

functional area(s) affected, review the budgetary implications and include specific 

written criteria to identify the duties that will be reassigned and/or eliminated.  The 

rational will include the reasons why the position(s) proposed for RIF or furlough were 

selected. 

5. The factors used in determining which positions to furlough and/or eliminate and which 

employees to furlough and/or layoff include, but are not limited to: 

a. The department or area that is being affected; 

b. Length of service in the position and/or length of service at the institution or college; 

c. Past written performance appraisals and disciplinary action; 

d. Functions that will be eliminated and functional needs of the unit; and 

e. Qualifications and skills needed to perform remaining duties of the affected units. 

6. Written notification to the affected employees must be given as far in advance of the 

effective date as possible. 

7. Employees affected by a RIF must receive notification when vacancies occur for like 

positions at their former campuses within 12 months of the RIF. 

 

V. Non-Discrimination Requirements 

A. The president shall ensure that all appointments, changes of status, compensation and 

terminations are made in compliance with Board Policy No. 5:01:02:00, Equal Employment 

Opportunity and Affirmative Action, which is incorporated herein by reference and that no 

person is discriminated against on the basis of race, sex, religion, creed, age (as applicable), 

disability, sexual orientation, gender identity/expression, status as a covered veteran, genetic 

information, color, ethnic or national origin, and any other category protected by federal or 

state rights law in any area of employment. 

 

VI. Employment Practice Complaints 

A. Upon receipt of any charge or claim alleging violations of state or federal laws or regulations 

in any area of employment by any state or federal agency, or by any attorney, the College’s 

Office of Human Resources shall immediately transmit a copy of the notice of the charge or 

claim to the Office of the General Counsel at TBR. 

B. The College’s Office of Human Resources shall transmit to the Office of General Counsel 

copies of all correspondence from or to the state or federal agency involved. 

C. All responses to and interactions with the state or federal agency shall be coordinated 

through the Office of the General Counsel. 
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D. Internal complaints, charges, or claims concerning matters of employment shall be handled 

by the Office of Human Resources through the established procedures of the College. 

 

VII. Academic Credentials to comply with T.C.A § 49-7-133 

A. It is a Class A misdemeanor to misrepresent academic credentials. 

1. A person commits the offense of misrepresentation of academic credentials who, 

knowing that the statement is false and with the intent to secure employment at or 

admission to an institution of higher education in Tennessee, represents, orally or in 

writing, that such person: 

a. Has successfully completed the required course work for and has been awarded one 

(1) or more degrees or diplomas from an accredited institution of higher education; 

b. Has successfully completed the required course work for and has been awarded one 

(1) or more degrees for diplomas from a particular institution of higher education; or 

c. Has successfully completed the required course work for and has been awarded one 

(1) or more degrees or diplomas in a particular field or specialty from an accredited 

institution of higher education. 

 

VIII. Records and Reporting Requirements 

A. The College’s Office of Human Resources shall maintain full and complete records on all 

personnel, including all appointments, compensation, changes of status and termination as 

specified in Board Policy No. 1.12.01.00, Records Retention and Disposal of Records. 

 

IX. Exceptions 

A. The Chancellor is authorized to approve exceptions to the provisions of this policy or to 

suspend the provisions of this policy. 

 

SOURCES 

• T.C.A. § 49-7-133 Misrepresentation of Academic Credentials 

• TBR Policy 5.01.00.00 General Personnel Policy 

 

RELATED POLICIES  

• TBR Policy 1.12.01.00 Records Retention and Disposal of Records 

• TBR Policy 5.01.00.02 Employee Disciplinary Policy 

• TBR Policy 5.01.02.00 Equal Employment Opportunity and Affirmative Action Policy 

• TBR Policy 5.02.02.30 Faculty Promotion at Community Colleges Policy 

• TBR Policy 5.02.03.70 Academic Tenure for Community Colleges Policy 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=bbc09651-0c3d-4a60-ab32-6e28bf96c781&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X55-GPX0-R03M-84TH-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=8d1c4bef-95f7-4d2f-94c0-c962fd7997d3
https://policies.tbr.edu/policies/general-personnel-policy
https://policies.tbr.edu/policies/records-retention-and-disposal-records-formerly-g-070
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/policies/employee-disciplinary-action&sa=U&ved=2ahUKEwirr7KHu9X3AhVJlIkEHZm7Ab8QFnoECAQQAQ&usg=AOvVaw3A6d9G0c2HHdeBaYEVnPeH
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/policies/equal-employment-opportunity-and-affirmative-action&sa=U&ved=2ahUKEwjRkaeku9X3AhX2lIkEHU25DbsQFnoECAEQAQ&usg=AOvVaw0Z64wczL2_Vt_OOHnSc5Ea
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/policies/faculty-promotion-community-colleges&sa=U&ved=2ahUKEwjR85S-u9X3AhU_k4kEHUK2CTsQFnoECAMQAQ&usg=AOvVaw1ru5h4GYQ_sMLgg5kXA_Qv
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/policies/academic-tenure-community-colleges&sa=U&ved=2ahUKEwjA4rLSu9X3AhUmkYkEHUaiA4EQFnoECAMQAQ&usg=AOvVaw31uwkdAlOwK834pHE8s23V
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• TBR Guideline P-010 Personnel Transactions & Recommended Forms 

• TBR Guideline P-020 Procedures for Implementation of the 37.5 Hour Work Week  

• Nashville State Policy 02-07-00 Faculty Promotion 

• Nashville State Policy 02-09-00 Academic Freedom and Responsibility for Faculty 

• Nashville State Policy 05-01-03 37.5 Hour Workweek 
 
 

Approved by NSCC Cabinet 1/10/22 

https://policies.tbr.edu/guidelines/personnel-transactions-recommended-forms
https://policies.tbr.edu/guidelines/procedures-implementation-375-hour-work-week
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05-01-01 Employment Classification 

 

PURPOSE  

To define employee classifications and employment categories and to establish the criteria and process 

for determining employment classifications/categories among employees at Nashville State Community 

College.   

 

DEFINITIONS 

• Academic Personnel (Exempt). All Nashville State Community College faculty members who 

hold academic rank and are directly engaged in instruction, departmental research or public 

service. Academic personnel may be employed either on a 9, 10, 11 or 12-month service basis 

(academic year), compensated over a 12-month period, hereinafter described as academic 

personnel, or on a 12-month service basis (fiscal year), compensated over a 12-month period, 

hereinafter referred to as 12-month academic personnel. 

a. Tenured. Full-time faculty who have been awarded tenure by the Tennessee Board of 

Regents pursuant to the provisions of this policy. They are eligible for promotion 

consideration. 

b. Tenure-track. Full-time faculty who are employed in a probationary period of employment 

preliminary to consideration for tenure. They are eligible for promotion consideration. 

c. Term. Full-time faculty employed in non-tenurable appointments. They are eligible for 

promotion consideration. A faculty member should not remain in a term appointment 

for more than six years. A term appointment may be converted to a tenure-track 

appointment with up to three years credit given toward the probationary period of 

employment required for tenure consideration. 

d. Temporary. Full-time faculty employed in non-tenurable appointments for a specific 

time appropriate to that purpose. They are not eligible for promotion consideration. 

Temporary appointments should not exceed one academic year but are renewable for a 

maximum of three academic years. Temporary appointments may not be converted to 

term, tenure-track or tenure appointments. 

• Executive (Exempt). All Nashville State Community College personnel other than personnel 

primarily employed in instruction, research or public service who primarily have executive 

responsibilities and whose positions require recognized professional achievement acquired by 

formal training or equivalent experience. This classification includes non-academic personnel 

who are exempt from the provisions of the Fair Labor Standards Act (FLSA). 

• Professional/Administrative Non-Faculty (Exempt). All Nashville State Community College 

personnel other than personnel primarily employed in instruction, research or public service  

who primarily have professional/administrative responsibilities and whose positions require 
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recognized professional achievement acquired by formal training or equivalent experience. This 

classification includes non-academic personnel who are exempt from the provisions of the FLSA. 

• Adjunct Faculty. All Nashville State Community College faculty whose appointments are based 

on demand each semester. 

• Classified, Support, Technical, Maintenance and Operations Personnel (Non-Exempt). All 

Nashville State Community College personnel other than executive, professional, academic, 

administrative or student workers.  This classification includes non-academic personnel who are 

subject to the provisions of the FLSA. 

• Student Workers. All Nashville State Community College personnel whose primary purpose for 

being at Nashville State Community College is to be enrolled in an academic program of 

Nashville State Community College. Student workers are temporary employees.   

• Graduate Assistant/Graduate Instructors. These appointments are subject to Tennessee Board 

of Regents Policy 5:02:05:00 where the specific terms may be academic year semesters, fiscal 

year or based on a percentage. These may be part-time or full-time temporary appointments. 

 

POLICY/GUIDELINE 

I. Employment Designations 

A. Each employee is also assigned one of the following designations: 

1. Regular Full-Time Employees. All Nashville State Community College personnel, 

executive, administrative and professional, academic, clerical, support, technical, 

maintenance and operations who are employed on a continuing basis, expected 

to exceed one (1) year and who have a regular work week of 37.5 hours or who 

are scheduled to carry a full teaching load or its equivalent. Regular full-time 

employees include full-time MODFY (modified fiscal year) employees. Regular 

full-time employees are eligible for benefits. 

2. Regular Part-Time Employees. All Nashville State Community College personnel, 

executive, administrative and professional, academic personnel, and clerical and 

support, technical, maintenance and operations who are employed on a 

continuing basis, expected to exceed one (1) year and who have a regular work 

week of less than 37.5 hours or who are scheduled to carry less than a full 

teaching load or its equivalent. Regular part-time employees include part-time 

MODFY (modified fiscal year) employees. Regular part-time employees are 

eligible for prorated benefits. 

3. Temporary Employees (non-faculty). All Nashville State Community College 

personnel whose initial period of appointment or expected service is less than 

one (1) year. This definition should not be confused with employees who are 

designated as probationary employees, who may be regular full-time or part-

time employees, and who are entitled to all leave benefits of such employees. If 
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temporary assignments are recurring, then Nashville State Community College 

must make a decision to create and fund a regular position. 

a. Non-faculty temporary employees are ineligible for employment benefits 

(retirement, state insurance, annual leave, sick leave and holiday pay or 

longevity credit).  

4. MODFY (modified fiscal year) Employees. All regular, full and part-time 

employees whose service period is at least nine months but less than twelve 

months. The actual length and work schedule can vary at the discretion of the 

President. 

 

II. Break in Service 

A. An employee who has worked as a temporary for the maximum time of one (1) calendar 

year must be completely separated and off the payroll for fourteen calendar days before 

becoming eligible for re-employment in a temporary position. 

1. After one year of employment as a temporary employee, the College should 

consider adding a position with benefits if the assignment is needed on a regular 

basis. The process for filling the position will follow Tennessee Board of Regents 

Guideline P-010, Personnel Transactions and Recommended Forms. 
 

III. Personnel Employed by a Staffing Agency 

Temporary employees contracted through a temporary staffing agency are not Nashville State 

Community College employees. 

A. Nashville State Community College shall develop other appropriate guidelines for 

employing personnel that are consistent with the definitions/designations contained 

herein.  Appropriate employee designations and percentage of employment shall be 

determined through campus review of the length of the assignment and the continued 

need for services. 

 

SOURCES 

• TBR Policy 5.01.01.00 Employment Classification  

 

 

 

Approved by NSCC Cabinet 9/16/20 
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05-01-02 Employment 

 

PURPOSE  

The purpose of this policy is to establish the methods by which Nashville State Community College (“the 

College”) will fill job vacancies.  The College is committed to providing educational and employment 

opportunities to all eligible persons without regard to race, color, religion, creed, ethnic or national 

origin, sex, sexual orientation, gender identity/expression, disability, age (as applicable), status as a 

covered veteran, genetic information, and any other category protected by federal or state civil rights 

law, and shall fully comply with Executive Order 11246, as amended; the Rehabilitation Act of 1973; 

Americans with Disabilities Act of 1990; the Vietnam Era Veterans Readjustment Act of 1974, as 

amended; the Equal Pay Act of 1963; as amended; the Age Discrimination in Employment Act of 1967, 

as amended; the Age Discrimination Act of 1975; the Pregnancy Discrimination Act; applicable state 

statutes and all regulations promulgated pursuant thereto  as indicated in Tennessee Board of Regents 

Policies 5.01.00.00 and 5.01.02.00 and Guideline P-010. 

While the College endeavors to fill all job vacancies pursuant to this policy all authorizations to create 

new positions, conduct job searches, make job offers and appointments or permit exceptions are 

subject to the discretion and approval of the President.  The Office of Human Resources may, at its 

discretion, develop internal procedures to carry out the provisions of this policy.  

 

POLICY/GUIDELINE 

I. Newly Created Positions and Existing Positions 

A. All proposals to create new regular full-time or regular part-time positions must be 

presented during the annual budget cycle. Once appropriate approvals are obtained, 

including the approval of the President’s Cabinet if required, the position will be added 

to the authorized departmental and divisional budget, and the hiring authority shall 

contact the Office of Human Resources to initiate a search. 

B. When a vacancy occurs in an existing position, the hiring authority shall contact the 

Office of Human Resources to initiate a search.  

 

II. Recruiting Procedures 

A. The Office of Human Resources is responsible for all recruiting efforts to fill the College’s 

job vacancies.  Nashville State Community College will use recruiting strategies and best 

practices that ensure the process facilitates both good faith efforts toward attaining any 
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Affirmative Action goals and objectives set forth in the College’s Affirmative Action Plan 

and a fair, equitable and non-discriminatory search and selection process. 

B. All job vacancies must be posted via the College’s online job application system upon 

approval by designated authorities.    

C. External advertising is used to generate a diverse pool of applicants of sufficient number 

to ensure as many qualified candidates as possible.  With input from the hiring authority, 

the Office of Human Resources will determine the appropriate outlets in which to 

advertise each job vacancy.  Job ads will include, at a minimum, the position title, 

required experience, educational credentials and other qualifications necessary to meet 

the minimum job requirements.  All advertising will include the College’s non-

discrimination statement and commitment to being an equal opportunity employer. 

 

III. Request for Exception/Search Waiver 

A. The established search practices of the College are designed to meet all applicable 

federal and state laws regarding equal employment opportunity. They are further 

designed to support a fair and equitable recruitment process that upholds the College’s 

commitment to diversity and inclusion.  

With appropriate justification and in narrowly limited circumstances, however, 

exceptions may be granted upon request, subject to review and approval by the Office 

of Human Resources and the President.   

 

IV. Application Procedures 

A. All persons interested in employment at the College, must apply for the position being 

sought through the College’s online job applicant system.  The applicant must provide 

responses in all required fields on the electronic application and upload all required 

documents for the application to be considered complete.  No other applications for 

employment will be accepted.   

B. Once an application is submitted, the Office of Human Resources will move the 

applicant into the appropriate job applicant pool within the system, and the hiring 

authority and search committee will be notified that an application is available for 

review. Applicants will receive automated notifications through the job applicant system 

regarding the status of the position/their application as the search progresses and 

concludes. 
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V. Selecting Applicants for Interview 

A. All applicants selected for interview must meet the minimum job qualifications outlined 

in the job description and the posting in the online applicant system.  No applicant 

should be interviewed, internal or external, who fails to meet all posted minimum job 

qualifications. No applicant should be scheduled for interview or interviewed before the 

minimum period for posting the job expires.    

B. For positions that require the System Office to approve the panel of applicants selected 

for interview, no invitation for interview can be extended until the Office of Human 

Resources submits TBR Form A-1 to the system office and receives a signed 

authorization from the appropriate authority, pursuant to TBR Policy 5.01.00.00 and 

Guideline P-010. 

C. When an applicant travels more than 300 miles roundtrip for an interview as a result of a 

national search, the College will reimburse mileage at the rate approved by the State of 

Tennessee for employee travel. For applicants traveling from outside of the middle 

Tennessee area airfare and one night’s lodging may be reimbursed at the discretion of 

the applicable vice president.  Additionally, the College will reimburse rental car 

expenses if the College determines a rental car is necessary.  All travel arrangements 

should be initiated by the hiring authority in accordance with the College’s travel policy. 

 

VI. Reference Checks 

A. A minimum of three (3) professional reference verifications must to be conducted for 

every final candidate prior to making a recommendation for hire.  In addition, the hiring 

authority may ask the candidate to provide letters of recommendation to supplement 

the professional reference verifications. 

 

VII. Employment Offer 

A. No offer of employment shall be made until the President approves the 

recommendation to hire.  The Office of Human Resources, or its designee, is responsible 

for extending all offers of employment.  Offers of employment may be conditional upon 

the College receiving a favorable background check, pursuant to the College’s current 

policy on background checks.   

B. For positions that require the Chancellor’s approval, no offer of employment is 

permitted until the Office of Human Resources submits the applicable TBR appointment 

form and TBR Form A-2 to the system office and receives a signed authorization from 
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the Chancellor, or designee, and any other required signing authority, pursuant to TBR 

Policy 5.01.00.00 and Guideline P-010.   

 

VIII. Procedure for Hiring Temporary Employees 

A. While temporary positions will not be subject to the full search committee 

process, all vacancies must be posted online via the College’s online job 

application system, and all applicants must be properly vetted.   

B. An employee who has held a temporary staff position for the maximum period of 

one (1) calendar year must be officially separated from the College for a minimum 

period of fourteen (14) calendar days before becoming eligible for re-employment 

in a temporary staff position pursuant to Tennessee Board of Regents Policy 

5.01.01.00.   

C. Temporary faculty and adjunct faculty are employed subject to Tennessee Board 

of Regents Policy 5.02.07.00. 

 

IX. Internal Promotion 

A. Staff. A direct appointment is permitted without a search if the position is a direct line 

promotion and is the expected next level for an internal candidate who is uniquely 

qualified.  Any such promotion shall leave a position vacant for which an external 

search must occur.  In order for a direct line promotion to be considered, the hiring 

authority must first submit a request for exception/search waiver to the Office of 

Human Resources, subject to review and approval by both HR and the President, before 

the promotion may occur.   

B. Faculty. The promotion of faculty shall be subject to TBR Policy 5.02.02.30, Faculty 

Promotion at Community Colleges. 

 

X. Transfers  

A. A job vacancy may be filled by the transfer of an employee from one position to another 

when the transfer is considered a lateral move.  A lateral transfer is defined as the 

assumption of duties of another position at the same level.  The following 

criteria/stipulations shall also apply: 

1. The hiring authority shall first consult with the Office of Human Resources before 

a transfer occurs or any other employment action is taken. 
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2. The employee must meet the minimum qualifications for the new position. 

3. The transfer must be consistent with the College’s non-discrimination and 

Affirmative Action Plan. 

4. The employee must have successfully completed his/her initial six-month 

probationary period and have a satisfactory work history with the College, 

including favorable performance evaluations and discipline record. 

5. If the transfer is into a position in another department, the employee must give 

the current supervisor a minimum notice of two (2) weeks. 

6. No increase in compensation shall occur. 

7. Transferred employees shall be subject to a new six-month probationary period. 

8. Any job vacancy created as a result of the transfer shall be subject to the College’s 

external recruiting and selection procedures if the vacant position is to be filled. 

 

XI. New Hire Probationary Period 

A. All new employees will serve a probationary period of not less than six (6) months. This 

period will be used for training and evaluation of the employee to determine whether or 

not the employee has the skills, abilities and knowledge to fulfill the job expectations of 

the acquired position.  The supervisor will complete an evaluation at the conclusion the six 

(6) month probationary period on each new employee, at which time a recommendation 

should be made following consultation with the Office of Human Resources to grant 

regular appointment, extend the probationary period or terminate employment.  If a 

recommendation to extend the probationary period is made, and subsequently approved, 

the supervisor should, in most cases, initiate a performance improvement plan (PIP) at the 

direction of, and in consultation with, the Office of Human Resources. 

 

XII. Appointment Letters, Employment Contracts and Personnel Records 

A. The Office of Human Resources will initiate all appointment letters and contracts for 

employment at hire and any other subsequent appointment letters or contracts 

necessitated by a change in an employee’s employment or status at the College.  All 

personnel/employment records will be maintained in the Office of Human Resources 

and retained according to Tennessee Board of Regents Policy 5.01.00.00, General 

Personnel Policy, and Tennessee Board of Regents Policy 1.12.01.00, Records Retention 

and Disposal of Records. 
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SOURCES 

TBR Policy 5.01.01.00 Employment Classification  

 

RELATED POLICIES  

TBR Policy 1.12.01.00 Records Retention and Disposal of Records 

TBR Policy 5.02.02.30 Faculty Promotion at Community Colleges 

TBR Policy 5.02.07.00 Faculty Appointments at Community Colleges 

TBR Guideline P-010 Personnel Transactions and Recommended Forms 

Nashville State Policy 02-07-00 Faculty Promotion 
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05-01-03 Implementing the 37.5 Work Week 

 

PURPOSE  

To establish the process by which Nashville State Community College shall implement and carry out the 

37.5-hour standard workweek. 

 

POLICY/GUIDELINE 

I. Application and Scope 

A. All employees of Nashville State Community College who are considered to be full-time shall 

work a minimum of 37.5 hours per week throughout the year. 

1. This work schedule shall include a one-hour lunch/meal break and up to two fifteen-minute 

miscellaneous breaks during each workday as workflow permits. 

2. For purposes of calculating the hours worked each week, lunch/meal breaks shall not be 

counted as "time worked" but miscellaneous breaks shall be counted. 

3. Establishing specific campus office hours shall be at the discretion of the President. 

B. The College recognizes that, due to the nature of some work, certain jobs do not lend 

themselves to a 37.5-hour workweek schedule. Exceptions are permissible at the discretion of 

the President and pursuant to prior approval by the Chancellor.  

C. The official workday will be 7.5 hours; and therefore, all attendance records, time sheets, leave 

records, payroll documents and other recordkeeping instruments shall be kept only in hours and 

tenths of hours reflecting the actual hours worked each day and week. In most cases, these 

should indicate 7.5 hours per day and 37.5 hours per week. Other documents, such as employee 

recruiting materials, orientation sessions and comparative salary studies, should reflect this 

workweek. 

1. The following schedule of tenths of hours shall be followed to document time worked per day: 

a. .1 hour 1 - 6 minutes 

b. .2 hours 7 - 12 minutes 

c. .3 hours 13 - 18 minutes 

d. .4 hours 19 - 24 minutes 

e. .5 hours 25 - 30 minutes 

f. .6 hours 31 - 36 minutes 

g. .7 hours 37 - 42 minutes 

h. .8 hours 43 - 48 minutes 

i. .9 hours  49 - 54 minutes 

j. 1.0 hours 55 - 60 minutes 
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II. Compensation and Overtime Pay 

A. Pursuant to the College’s establishment of the 37.5-hour workweek, the College has also 

established a 7.5-hour normal workday and a 5-day workweek.  Any exceptions are subject to 

the discretion of the President and at the approval of the Chancellor, where applicable. 

1. The normal fiscal work year shall be 1,950 hours. 

2. Compensatory time and overtime payments are available to non-exempt employees only. 

a. Compensatory time shall be accrued and used in lieu of cash overtime pay, unless the 

College determines otherwise, or the Fair Labor Standards Act requires cash payment 

because the employee has accumulated the maximum number of compensatory time 

hours. 

b. Both compensatory time and overtime pay will be granted at straight time for hours 

worked up to 40 in a workweek and at time and one-half for any hours in excess of 40 in 

a workweek. 

c. Accrued time worked shall include hours actually worked and holiday hours. Any hours 

other than holiday hours and work hours are excluded from overtime compensation. 

3. In accordance with T.C.A. § 8-50-801, when an employee requests annual leave and 

compensatory time is available, the compensatory time shall be used first, unless the 

accumulated annual leave balance at the beginning of the pay period is within two (2) days 

of the maximum accrual rate for the employee. 

a. When an employee is within two (2) days of the maximum, annual leave may be used 

throughout the pay period. 

b. Any employee whose annual leave balance is not within the two (2) day maximum at the 

beginning of the pay period must use compensatory time during the entire pay period. 

c. Otherwise, the College will honor an employee’s request for compensatory time off 

unless it would be unduly disruptive to the College’s operations. 

4. When cash payment is made for overtime, it shall be calculated at the rate earned by the 

employee at the time of the payment. 

5. When meals and/or lodging are provided as part of the base pay, then the value of such 

must be included in determining the hourly overtime rate. 

a. However, where cash payment is made upon termination, the employee shall be paid for 

accrued compensatory time at the higher of the following: 

i. The average regular rate received by the employee during the last 3 years of 

employment; or 

ii. The final regular rate received by the employee. 

6. Upon hire, information must be provided to every non-exempt employee explaining the 

overtime provisions of the Fair Labor Standards Act (FLSA), and their rights and obligations 

under those provisions.  



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-01-03 Implementing the 37.5 Work Week  PAGE 3 of 6 

 

7. Exempt employees will be paid on a salary basis. 

a. Exempt employees must be paid a set amount of money that does not change each 

week regardless of the quantity or quality of work performed. 

b. Intermittent leave under the Family Medical Leave Act does not defeat the salary basis of 

an exempt employee pursuant to 29 C.F.R. Sec. 541.602 (b) (7). 

 

III. Unpaid Disciplinary Suspensions for Violation of Workplace Conduct Rules 

A. Pursuant to 29 C.F.R. Sec. 541.602(b)(5), deductions for full day disciplinary suspensions for 

violation of workplace conduct rules are permissible if: 

1. The employee does no work for a full day; 

2. Deductions are in full day increments; 

3. Such deductions are carried out pursuant to a written policy that is applied uniformly to all 

employees; 

4. The suspension is imposed in good faith. 

B. The College may, at its discretion, impose unpaid suspensions under limited circumstances 

pursuant to its disciplinary/corrective action policy.  Such suspensions are permitted for serious 

conduct violations only, not for job performance issues. 

1. For instance, an employee may be placed on an unpaid suspension for violating the sexual 

harassment or workplace violence policy. 

2. If the employee performs any work during the suspension period, such as responds to 

phone calls from the office regarding work, or reads and responds to work-related emails, 

etc., no deductions may be taken for those days. 

C. In the absence of a uniformly applied written policy, the College may suspend an exempt employee 

for part of a week with pay, or suspend the employee for an entire workweek without pay. 

1. “Workweek” means the standard workweek, not just seven consecutive days. 

D. With or without such a policy, any employee suspended without pay is entitled to the 

opportunity for an institutional hearing or a hearing held pursuant to the Tennessee Uniform 

Administrative Procedures Act. 

 

IV. Improper Deductions from Pay 

A. Improper deductions from an employee’s pay are prohibited.  

B. An exempt employee who believes an improper deduction has been made from his/her pay may 

file a complaint by notifying the Director of Human Resources in writing, stating the amount of 

the alleged improper deduction, if possible, and the basis for believing the deduction to have 

been made improperly. 

1. If, after a review of the appropriate records, it is determined that there was an improper 

deduction, the College shall reimburse the employee in the appropriate amount. 
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V. Leave 

A. The accrual of annual leave shall be recorded in hours and tenths of hours according to the 

following schedule for regular clerical and support personnel who work full-time. 

 

 

Years of Service 

 

Hours Accrued per 

Month 

 

Maximum Hours 

Accrued per Year 

Maximum Total 

Hours Accumulated 

within FY 

Maximum Accrued 

Hours Permitted to 

Carryover to Next FY 

0-5 7.5 90.0 315.0 225.0 

5-10 11.3 135.6 405.6 270.0 

10-20 13.2 158.4 450.9 292.5 

20 or more 15.0 180.00 495.0 315.0 

 

B. Annual leave hours accumulated in excess of the maximum accumulation carried forward will be 

transferred to sick leave on July 1 each year. 

C. Regular full-time executive, administrative and professional personnel and twelve-month academic 

personnel, shall accrue annual leave at a rate of 15 hours per month or 180 hours per year. 

1. The maximum total accumulation within the fiscal year is 495 hours, and the maximum 

accumulation that can be carried forward to the next fiscal year shall be 315 hours. 

D. The accrual of sick leave will also be recorded in hours and tenths of hours. All regular full-time 

employees shall accrue 7.5 hours of sick leave per month, with no maximum accumulation level. 

E. The College shall account for and report leave usage in units of hours and tenths of hours 

according to the schedule under Section I.C.1 of this policy. 

 

VI. Benefits 

A. Retirement 

1. All regular employees are, in accordance with the TBR Policy 5:01:03:00, Retirement, eligible 

for retirement. 

B. Insurance 

1. In order to be eligible for membership in the State of Tennessee Group Plan, a regular 

employee must work a minimum of 30 hours per week. 

C. Longevity 

1. The 37.5-hour workweek does not affect longevity payments, anniversary dates or 

computations. 

 

VII. MODFY Appointments 

A. The basis of a MODFY appointment is the existence of a full-time position for less than twelve 

months per year. Here, as in all College policy, full-time is determined by number of hours 
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worked per week, not months served per year. Therefore, the implementation of the 37.5-hour 

work week has no impact on MODFY appointments, other than to reduce the hours worked to 

37.5 per week. 

1. All Academic Employees 

a. In conjunction with the College Policy 05-01-00, General Personnel Policy, the 

specifications for the full-time workweek hours apply to all employees, including faculty. 

b. The observance of the 37.5-hour workweek does not alter the definition of "full-time 

teaching load." 

c. Faculty office hours will continue to be determined by the President or his/her designee. 

d. Where professional librarians maintain a standard workweek comparable to 

administrative employees, their work schedule should reflect 37.5-hours per week if they 

are to be considered full-time. 

 

VIII. Exceptions 

A. Exceptions to any of the provisions above must be approved by the Chancellor in advance. 

 

IX. Rights and Responsibilities of Employees Under the Overtime Provisions of the Fair Labor 

Standards Act (FLSA) 

A. Any hours worked between 37.5 and 40 in a workweek must be compensated at additional 

straight time (either by pay or compensatory time as determined by the supervisor). 

B. Any hours worked beyond 40 in a workweek must be compensated at time and one-half (either 

by pay or compensatory time as determined by the supervisor). 

C. The value of meals or lodging received, if applicable, must be added to an employee’s regular 

hourly rate to determine an overtime rate of pay. 

D. A non-exempt employee must receive pay or compensatory time for all hours worked. Time 

cannot be volunteered. 

E. Unauthorized overtime, however, is not permitted.  Supervisors are responsible for approving 

overtime hours in advance based on the business needs/demands of the institution.  Employees 

must receive approval from their supervisor before working overtime, including beginning work 

early, working late or through all or a portion of their lunch break, even it is “just to finish up”.  

While any time worked beyond 7.5 hours per day is considered overtime and the employee 

must receive pay or compensatory time for it, even if the overtime hours are unauthorized, 

employees who violate this provision and work unauthorized overtime hours may be subject to 

discipline pursuant to the College’s policy on discipline/corrective action.   

F. A supervisor is in violation of the law if a non-exempt employee is permitted to work overtime 

without compensation. 

G. The FLSA states that an employee does not have the right to refuse overtime. 
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H. A supervisor has the right to schedule compensatory time instead of paying overtime. If this is 

done within the same workweek, it is given off at equal time. If compensatory time is given off 

within the pay period, though not within the same workweek, it is at time and one-half. 

I. In determining whether to pay extra hours at straight time or overtime, time actually worked 

plus holiday hours are counted. Examples are shown below: 

1. Example A: 

M T W TH F S 

7.5 7.5 7.5 7.5 2.5 7.5 

    5.0 Sick Leave  

a. In this case, an employee actually worked 32.5 hours by the end of the day Friday as 5.0 

hours of sick leave was used. The employee worked 7.5 hours extra on Saturday. The 

total hours to be paid equal 45. Only 40 hours were actually worked. This means that the 

7.5 extra hours would all be paid at straight time. 

2. Example B: 

M T W TH F S 

7.5 7.5 7.5 7.5 10.0 2.5 

Holiday      

a. In this case, an employee actually worked 32.5 hours by the end of the day Friday. The 

employee worked 2.5 hours on Saturday. Total hours actually worked equal 35.0. However, 

since holiday hours count as hours worked, extra pay would be based on 42.5 hours worked. 

This means that 2.5 hours would be paid at straight time and 2.5 hours at overtime. 

J. Non-exempt employees have an obligation to immediately notify Payroll or the Office of Human 

Resources Office if they feel these guidelines are not being followed.  

 

SOURCES 

• The Fair Labor Standards Act (FLSA) 

• T.C.A. § 8-50-801 Annual Leave 

• 29 C.F.R. Sec. 541.602 

 

RELATED POLICIES  

• Nashville State Policy 05-01-00 General Personnel 

• TBR Policy 5:01:03:00 Retirement 

• TBR Guideline P-020 Procedures for Implementation of the 37.5 hour Work Week 
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https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=1498bde0-eb74-4423-89f7-0608126a23bc&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X8K-V960-R03M-82SB-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=bfb7415f-79cb-4737-a104-df118f71b752
https://www.law.cornell.edu/cfr/text/29/541.602
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/policies/retirement&sa=U&ved=2ahUKEwjqh8Hhofv3AhWvc98KHbGdBGMQFnoECAIQAQ&usg=AOvVaw39AJgvSzt40KHQqHBofPNR
https://policies.tbr.edu/guidelines/procedures-implementation-375-hour-work-week
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05-01-04 Personnel Records 

 

PURPOSE  

The purpose of this policy is to establish the custodian of personnel records and the process for maintaining 

personnel records at Nashville State Community College. 

 

DEFINITIONS 

• Public record(s) or state record(s). All documents, papers, letters, maps, books, photographs, 

microfilms, electronic data processing files and output, films, sound recordings, or other material 

regardless of physical form or characteristics made or received pursuant to law or ordinance or in 

connection with the transaction of official business by any governmental agency (T.C.A. § 10-7-301(b)). 

 

POLICY/GUIDELINE 

A. Under the provisions of T.C.A. § 10-7-503, personnel records are considered public records and may 

be inspected, extracted, or copied by any citizen of Tennessee during normal business hours, in 

accordance with reasonable rules of the office having custody of such records. 

B. However, T.C.A. § 10-7-504(f)(1) treats as confidential the following information: 

1. Home telephone and personal cell phone numbers; 

2. Bank account information; 

3. Social security number; 

4. Driver license information except where driving or operating a vehicle is part of the 

employee's job description or job duties or incidental to the performance of their job; 

5. Residential information, including the street address, city, state, and zip code for any state 

employee; and 

6. The same information of immediate family members or household members. 

a. This information must be redacted wherever possible, but access to otherwise public 

information shall not be limited or denied because a record contains confidential 

information. 

b. Further, this information is available to law enforcement agencies, courts, or other 

governmental agencies performing official functions. 

C. T.C.A. § 10-7-504(a)(26) treats as confidential the following information: 

1. Job performance evaluations, including but not limited to, job performance evaluations 

completed by supervisors, communications concerning job performance evaluations, self-

evaluations of job performance prepared by employees, job performance evaluation scores, 

drafts, notes, memoranda, an all other records relating to job performance evaluations. 

2. This does not include evaluations completed by students or other such informal surveys. 
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D. The Director of Human Resources is the designated custodian of permanent personnel records at 

Nashville State Community College and shall be responsible for maintaining all permanent 

personnel files in accordance with relevant policies. 

1. Pursuant to T.C.A. § 8-50-108, a state employee may inspect his/her own personnel file at 

any reasonable time. 

2. The employee may request copies of any material contained in such file, which copies shall 

be furnished to the employee upon payment of the cost of such reproduction. 

3. The release of information contained in personnel files shall be released in a manner 

consistent with individual rights to privacy and institutional and external needs for 

information. 

E. Nothing in this policy shall require the maintenance of any record for any period of time in excess 

of any retention period established by the institution, the Board, or State or Federal law.  

 

SOURCES 

• T.C.A. § 10-7-301 Part Definitions 

• T.C.A. § 10-7-503 Records Open to Public Inspection 

• T.C.A. § 10-7-504 Confidential Records - Exceptions 

• T.C.A. § 8-50-108 Access to Personnel Files 

• T.C.A. § 49-8-203 Powers and Duties 

• TBR Policy 5.01.00.10 Personnel Records 

 

 

 

Approved by NSCC Cabinet 1/10/22 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=f3499812-2a0a-49d7-89ed-d2bee8808341&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X8K-T350-R03K-P2XY-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=19fe560f-ab16-4686-bbb3-bcdf3c8f1394
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=7f0d15fc-fbf4-4df0-964a-7195a7f69b17&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A5NNX-SSN0-R03M-H335-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=4021f186-e072-45bb-8b32-2b4eda1eb52a
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=4ad08dc3-8542-48ae-b15d-809f1bb491a2&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A5WDC-DCP0-R03J-J00F-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=537df075-c171-404c-99a1-70c37c6e4b25
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=bfe7eb6c-b9e0-4f7f-9f67-5481d8909a40&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X8K-V960-R03M-82R9-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=c6b6036f-0679-4c88-8525-a526a72fa1f0
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=c989c15b-d218-4ddd-a1bf-300f1ecb436a&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=40031002-3d20-4674-85b3-22c8ef302eca
https://policies.tbr.edu/policies/personnel-records
https://policies.tbr.edu/policies/personnel-records
https://policies.tbr.edu/policies/personnel-records
https://policies.tbr.edu/policies/personnel-records
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05-01-05 Reclassification of Positions 

 

PURPOSE  

The purpose of this policy is to establish which positions at the College are eligible for reclassification 

and to establish a fair and consistent process for reclassifying positions when circumstances warrant.   

 

DEFINITIONS 

• Reclassification. The process by which a position is given a different classification when a 

significant change to the duties and responsibilities, level or type of work warrants.  This process 

may or may not include an appropriate salary, title and/or Fair Labor Standards Act (FLSA) 

designation adjustment. 

• Professional/Administrative Personnel (Exempt). All Nashville State Community College 

personnel other than personnel primarily employed in instruction, research or public service who 

primarily have professional/administrative responsibilities, and whose positions require recognized 

professional achievement acquired by formal training or equivalent experience. This classification 

includes non-academic personnel who are exempt from the provisions of the FLSA. 

• Clerical/Support/Technical/Maintenance/Operations Personnel (Non-Exempt). All Nashville 

State Community College personnel other than executive, professional, administrative, academic 

or student workers. 

• Exempt. Employees who are exempt from the minimum wage and overtime provisions of the 

Fair Labor Standards Act. 

• Non-exempt. Employees who are subject to the minimum wage and overtime provisions of the 

Fair Labor Standards Act. 

 

POLICY/GUIDELINE 

I. Positions Eligible for Reclassification  

A. Positions designated as professional/administrative or 

clerical/support/technical/maintenance/operations are eligible for reclassification under 

this policy.  Positions designated as academic or executive are not covered under this 

policy but may be subject to other policies of the College or the Tennessee Board of 

Regents.  Student worker positions are not eligible for reclassification.   

II. Procedure for Reclassification  

A. Reclassifications of eligible positions may occur if the job duties or the level or type of 

work being performed support a reclassification and if permanent funding is identified 

for any associated increase in compensation or status. The steps to reclassify an eligible 

position are:  
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1. To initiate a request to reclassify a position, the supervisor and/or department 

head shall prepare a memo to the vice president in the chain of supervision that 

outlines the business justification for the request, including significant changes 

to the job duties, or level or type of work, the business reasons changes to the 

position have occurred/will occur and the identified permanent source of 

funding for any increase in compensation or status that may result from the 

reclassification.  The memo should also be accompanied by a proposed job 

description.     

2. Upon review, if the vice president in the chain of supervision supports the 

request, the vice president shall forward the memo, supporting documentation 

and his/her written approval to the Director of Human Resources.  

3. The Director of Human Resources will review the request and supporting 

documentation and conduct a full FLSA and job analysis of the position.  The 

results of the analysis will be shared with the vice president and 

supervisor/department head.   

4. If the analysis supports a reclassification and is so recommended by the Director 

of Human Resources, final funding considerations will be coordinated with the 

Vice President for Business and Finance so that funds may be verified and 

reallocated, if necessary. The initial memo, supporting documentation, vice 

president’s written approval and the written recommendation from the Director 

of Human Resources will be submitted to the president for a final determination.  

For reclassifications that require additional approval from the Tennessee Board 

of Regents pursuant to relevant policy, the Office of Human Resources will 

submit requests to TBR upon receiving an approval from the President to move 

forward with the reclassification.    

5. Notice of the final determination will be sent to the vice president in the chain of 

supervision who is responsible for notifying the supervisor/department head and 

the employee, if applicable. 

B. An employee may request a reclassification study for his/her position.  In this instance, 

the employee is responsible for preparing the memo to the vice president in the chain of 

supervision that outlines the basis for the review, including significant changes to the 

job duties, or level or type of work, and the reasons changes to the position have 

occurred.  The memo should also be accompanied by a proposed job description.  Upon 

review, the vice president shall be responsible for identifying a permanent source of 

funding and shall forward that information, along with the original memo, supporting 

documentation and his/her written recommendation concerning the reclassification to 

the Director of Human Resources.  At that point, steps 3 through 5 above will apply.    

C. It is the intent of this policy to allow an employee to request a reclassification of his/her 

position.  Even if the vice president in the chain of supervision does not support the 
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request, it should be forwarded to the Director of Human Resources so a fair, thorough 

and impartial analysis may be conducted.  An employee’s job will not be reviewed within 

three years of the last request unless a significant change in position responsibility and 

duties has occurred and been documented in writing by the supervisor.  

 

RELATED POLICIES 

• NSCC Policy 05-01-00 General Personnel 

• NSCC Policy 05-01-01 Employment Classification 

• TBR Policy 5.01.00.00 General Personnel 

 

 

Approved by NSCC Cabinet 1/10/22 

https://policies.tbr.edu/policies/general-personnel-policy
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05-01-06 Nepotism 

 

PURPOSE  

The purpose of this policy is to establish the criteria and process for employment of relatives at 

Nashville State Community College. 

 

DEFINITIONS 

For the purposes of this policy; 

• Relative. A parent, parent-in-law, child, spouse, brother, foster brother, sister, foster sister, 

grandparent, grandchild, son-in-law, brother-in-law, daughter-in-law, sister-in-law, or other 

family member who resides in the same household 

 

POLICY/GUIDELINE 

I. Introduction 

A. Pursuant to T.C.A. § 8-31-101, et. seq, the following shall be the nepotism policy for 

Nashville State Community College: 

II. Employment of Relatives 

A. Effective July 1, 1980, no employees of Nashville State Community College who are 

relatives shall be placed within the same direct line of supervision whereby one relative is 

responsible for supervising the job performance or work activities of another relative; 

provided, however, that to the extent possible, this policy shall not be construed to prohibit 

two (2) or more such relatives from working for the Nashville State Community College. 

B. When employees of Nashville State Community College become in violation of section 

II.A as a result of marriage, the violation shall be resolved by means of transfer within 

Nashville State Community College, transfer to another state institution, or resignation 

as may be necessary to remove the violation. 

1. If transfer alternatives are available, the employees shall be given the 

opportunity to select among the available alternatives; provided that if the 

employees are unable to agree upon any such alternative within sixty (60) days, 

the appointing authority shall take appropriate action to remove the violation. 

C. In the case of employment relationships which would otherwise violate section II.A but 

which were in effect prior to July 1, 1980, the employment of the employees shall not be 

affected by this policy, provided that Nashville State Community College takes 

appropriate action to ensure that employees neither initiate nor participate in Nashville 

State Community College decisions involving a direct benefit (retention, promotion, 

salary, leave, etc.) to a relative. 
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D. Nashville State Community College shall apply the foregoing in a non-discriminating 

manner and shall ensure that the implementation of this policy does not adversely affect 

employees of one sex over those of the opposite sex. 

E. Tennessee Board of Regents Guideline P-090 provides further guidance regarding the 

implementation of the law. 

 

SOURCES 

• T.C.A. §§ 49-8-203 Powers and Duties 

• T.C.A. §§ 8-31-101 Sort Title et seq. 

 

RELATED POLICIES  

• TBR Policy 5.01.00.06 Nepotism 

• TBR Guideline P-090 Nepotism 

 

 

 
Approved by NSCC Cabinet 4/11/22 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=27136804-d494-40f9-8e46-5533e1bca094&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=06c2d5c8-272a-4fcd-ac07-7fea225d17c6
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=4e56cc9b-d232-4e7a-bb35-4618446885f7&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X8K-TGT0-R03K-X4P3-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=ac93fead-55fc-4918-bb27-8ec4b338fe29
https://policies.tbr.edu/policies/nepotism
https://policies.tbr.edu/guidelines/nepotism
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PERSONNEL POLICY 
Equal Employment Opportunity and 

Affirmative Action 
Policy 05-01-07 

 
 

 
 
PURPOSE 
The purpose of this policy is to set the standards for a consistent process and treatment of employees regarding 
equal employment opportunity and affirmative action for Nashville State Community College (the “College”).  
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Introduction 
A. It is the intent of Nashville State Community College that the College will promote and ensure 

equal opportunity for all persons without regard to race, color, religion, creed, ethnic or 
national origin, sex, sexual orientation, gender identity/expression, disability, age (as 
applicable), status as a covered veteran, genetic information, and any other category protected 
by federal or state civil rights law, and shall fully comply with Executive Order 11246, as 
amended; the Rehabilitation Act of 1973; Americans with Disabilities Act of 1990; the Vietnam 
Era Veterans Readjustment Act of 1974, as amended; the Equal Pay Act of 1963, as amended; 
the Age Discrimination in Employment Act of 1967, as amended the Age Discrimination Act of 
1975; the Pregnancy Discrimination Act; applicable state statutes and all regulations 
promulgated pursuant thereto. 

B. It is the intent of Nashville State Community College that the College shall be free of 
harassment on the basis of sex, and race, and shall fully comply with the provisions of Titles VI 
and VII of the Civil Rights Act of 1964, as amended; Title IX of the Education Amendments of 
1972, as amended, the federal and state constitutions, and all other applicable federal and 
state statutes. 
 

II. Statement of Policy 
A. Nashville State Community College hereby reaffirms its policy that the College will not 

discriminate against any employee or applicant for employment because of race, color, 
religion, creed, ethnic or national origin, sex, sexual orientation, gender identity/expression, 
disability, age (as applicable), status as a covered veteran, genetic information, and any other 
category protected by federal or state civil rights law. 

B. Similarly, Nashville State Community College shall not, on the basis of a protected status, 
subject any student to discrimination under any educational program. No student shall be 
discriminatorily excluded from participation in nor denied the benefits of any educational 
program on the basis of a protected status. 

C. Nashville State Community College will take affirmative action to ensure that all individuals are 
treated during the employment process without regard to their race, color, religion, creed, 
ethnic or national origin, sex, sexual orientation, gender identity/expression, disability, age (as 
applicable), status as a covered veteran, genetic information, and any other category protected 
by federal or state civil rights law. Such action shall include, but not be limited to, actions to: 

1. Recruit, hire, train and promote persons in all job titles, without regard to any of the 
foregoing prohibited factors; 
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2. Base decisions on employment so as to further the principle of affirmative action and 
equal employment opportunity; 

3. Ensure that promotion decisions are in accord with principles of equal employment 
opportunity by imposing only valid requirements for promotional opportunities; and 

4. Ensure that all personnel actions such as compensation, benefits, transfers, layoffs, 
return from layoff, and institution sponsored training, education, tuition assistance, 
and social and recreation programs, will be administered without regard to any of the 
foregoing prohibited factors. 

D. It is and has been the policy of Nashville State Community College to maintain each campus as 
a place of work and study for faculty, staff, and students, free of sexual and racial harassment. 
Harassment is a form of discrimination, and harassment in the workplace or the educational 
environment is unacceptable conduct and will not be tolerated. 
 

III. Administrative Responsibility 
A. Duties of the President and the College’s Equal Employment Opportunity and Affirmative 

Action Program Officer (hereinafter EEO/AA), Generally 
1. The President shall designate an EEO/AA Officer and a Title IX Coordinator for the 

College. 
2. If the EEO/AA Officer and Title IX Coordinator are different people, the President shall 

be responsible for ensuring that the Title IX Coordinator and the EEO/AA Officer work 
together to comply with statutes, regulations, policies and guidelines, including, but 
not limited to, the duties assigned to the EEO/AA Officer in this policy. 

3. The President shall furthermore ensure participation in Tennessee Board of Regents 
approved access and diversity initiatives. 

4. The President shall ensure that the following actions occur: 
a. Equal Employment and Affirmative Action 

1) Equal employment opportunity and affirmative action program plans 
are to be prepared by the College’s EEO/AA Officer, and these plans 
must be effectively administered by the College’s EEO/AA Officer 
within the requirements of this policy and applicable laws and 
regulations.  

2) The College’s EEO/AA Officer will review and evaluate the success of 
the equal employment opportunity and Affirmative Action programs 
and make recommendations to the President concerning desirable 
changes. 

3) The College’s EEO/AA Officer will receive, review and investigate equal 
employment opportunity complaints and appeals and make 
recommendations regarding their disposition to the President.   

b. Harassment 
1) The President is responsible for the final resolution of a harassment 

complaint. 
2) The President shall ensure the following actions occur: 

a) Investigation of Harassment Complaints 
i. Tennessee Board of Regents’ General Counsel will 

supervise the investigation and give legal advice to 
the College’s EEO/AA Officer who will receive, review 
and investigate all charges of harassment arising at 
the College.   

ii. The College’s EEO/AA Officer and Title IX Coordinator 
will investigate and resolve all complaints of unlawful 
harassment as required by applicable policy and/or 
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Guideline P-080 and will communicate all facts to the 
General Counsel for legal advice. 

iii. It is the intent of this policy that the review and 
investigation process conducted by the College’s 
EEO/AA Officer will be under the direct supervision 
and control of the General Counsel and is intended to 
be a confidential communication which will result in 
Counsel giving legal advice. 

c. Annual Evaluations 
1) The President will annually evaluate the College’s progress toward its 

affirmative action plan goals, its progress toward diversity, and its 
participation in Board approved access and diversity initiatives. 

B. Duties of the President, Specifically 
1. The President shall be responsible for the development and implementation of the 

equal employment opportunity and affirmative action program on campus as well as 
assuring that unlawful harassment is investigated and educational efforts regarding 
harassment take place. In carrying out this responsibility, the President shall comply 
with the following: 

a. Appoint an EEO/AA Officer who will be responsible for promoting and 
assuring compliance with this policy and with all applicable laws and 
regulations, policies and guidelines, reviewing the effectiveness of the 
program and recommending improvements to the President. 

b. Ensure that affirmative action plans are developed annually and implemented 
as a means of aggressively pursuing the principles of equal employment 
opportunity. 

c. Develop affirmative action goals and timetables directed toward correcting 
situations contributing to the under-utilization or inequitable treatment of 
minority or women employees at the College.   

d. Provide positive leadership in the implementation of the affirmative action 
program at the College and ensure that appropriate attention is devoted to 
the program in staff and faculty meetings. 

e. Inform all management officials and supervisors that their performance 
evaluation will be partially determined by the effectiveness of their 
participation in the equal employment opportunity program and in Board 
approved access and diversity initiatives. 

f. Designate a person on the campus to be responsible for gathering and 
reporting data related to the equal employment opportunity program. 

g. Assure policies and procedures are instituted to deal with all forms of 
harassment, including a procedure for the EEO/AA Officer to receive and 
investigate complaints and recommend necessary action to the President. 

h. Designate the EEO/AA Officer as the staff person responsible for the 
development and implementation of educational efforts regarding all types of 
harassment. 

C. Duties of the College’s EEO/AA Officer, Specifically 
1. Equal Employment Opportunity and Affirmative Action Program 

a. The EEO/AA Officer will develop and maintain an EEO/AA program which shall 
include but not be limited to the following responsibilities: 

1) The EEO/AA Officer will receive, review and investigate equal 
employment opportunity complaints and appeals and make 
recommendations to the President regarding their disposition, unless 
policy or guideline requires otherwise. 
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2) Equal employment opportunity or affirmative action complaints made 
to external agencies, i.e. EEOC or THRC, will be investigated by the 
EEO/AA Officer in conjunction with the Office of the General Counsel. 
All complaints will be forwarded to the Office of the General Counsel 
and any reports to the external agency will be prepared by the 
College and submitted to the Office of the General Counsel for 
approval and forwarding to the agency. The attorney/client 
relationship will apply to the investigation and preparation of those 
reports. 

3) The EEO/AA Officer will develop and maintain an EEO/AA program 
which shall include: 

a) Developing or reaffirming the College’s equal employment 
opportunity policy in all personnel actions; 

b) Formal internal and external dissemination of the policy; 
c) Establishing responsibilities for implementation of the 

program; 
d) Identifying problem areas by organizational units and job 

classifications; 
e) Establishing goals and objectives by organizational units and 

job classifications, with timetables for completion; 
f) Developing and executing action-oriented programs 

designed to attain established goals and objectives; 
g) Ensuring compliance of personnel policies with the sex 

discrimination guidelines; 
h) Active support of local and national community action and 

community services programs designed to improve the 
employment opportunities of minorities and women; 

i) Internal audit and reporting systems designed to insure 
compliance and to permit monitoring of the program; and 

j) Internal complaint procedures designed to expeditiously 
process and resolve complaints and grievances by employees 
or applicants for employment. 

4) Updating the EEO/AA plan annually, and reporting progress in 
meeting the established goals and objectives, with such report 
submitted at least annually to the President as directed by the System 
EEO/AA Officer. The EEO/AA Officer shall discuss the success of the 
EEO/AA program with the President and make recommendations 
regarding desirable changes. 

2. Harassment Program 
a. The EEO/AA Officer will be responsible for implementing Guideline P-080 

Discrimination and Harassment – Complaint and Investigation Procedure. 
b. The EEO/AA Officer will ensure the development of an educational program 

alerting students and employees to the non-harassment policy and guideline. 
c. Under the direction and guidance of the Office of General Counsel, the 

EEO/AA Officer will investigate all harassment complaints. The EEO/AA Officer 
will receive, review and investigate all complaints of harassment based on sex, 
race, color, religion, ethnic or national origin, or other protected status. 

d. The EEO/AA Officer will ensure that complaints involving discrimination or 
harassment between students are investigated and resolved by the Student 
Affairs Office, the authority responsible for resolving all student disciplinary 
problems. 
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SOURCES 
T.C.A. § 49-8-203; All Federal and State statutes, codes, Acts, Executive Orders, rules and regulations referenced 
in this policy. 
 
RELATED POLICIES 
TBR Guideline P-080 
 
Approved by President’s Cabinet 11-14-22 
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05-01-08 Alternate Work Arrangements 

 

PURPOSE The purpose of this policy is to set the standards for a consistent process and treatment of 

employees regarding alternate work arrangements across Nashville State Community College 

(“College”).  Availability of an alternate work arrangement is at the discretion of the College and subject 

to change with or without notice. This policy applies only to non-faculty employees. Future references to 

employees in this policy refer to non-faculty.   

 

DEFINITIONS  

• Telecommuting. A work arrangement in which supervisors authorize employees to perform 

their usual job duties away from their central workplace in accordance with work agreements.  

• Flex Time. Adjusted work schedule where daily working hours may fall outside the hours of 8:00 

a.m. to 4:30 p.m.  

• Compressed Work Week. Adjusted schedule where the employee works a 37.5 hour week in 

less than 5 days.  

• Flex Year. Any time period, greater than 9 and less than 12 months, scheduled to accommodate 

the cyclical workload of the Institution.  

• Job Sharing. Two or more people share a single job for which they are equally accountable.  

• Central Workplace. The employer’s place of work where employees normally are located.  

• Employee. A person employed by the College in a non-faculty capacity pursuant to Tennessee 

Board of Regents policies.  

• Alternate Work Arrangement Agreement (“Work Agreement”). The written agreement 

between Nashville State Community College and an employee that details the terms and 

conditions of an employee’s work schedule whether away from or at the central workplace. 

Work agreements are required for any alternate work arrangement.   

• Work Schedule. The employee’s hours of work in the central workplace and/or in the alternate 

work location.   

 

POLICY/GUIDELINE    

A. Requests for alternate work arrangements should be initiated by the employee’s supervisor and 

should establish the business justification for the alternate work arrangement.  The College has 

established an internal procedure to review and approve/deny such requests.  See Exhibit 1.  

B. Alternate work arrangements are not to be considered a universal employee benefit or right. No 

employee is entitled to or guaranteed the opportunity to an alternate work arrangement. The 

College administration is responsible for the continued successful operations of the College and 

thus management has the sole discretion to designate positions and/or individuals for an 
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alternate work arrangement.   It may not be used as a substitute for primary child or home 

health care giving.  

C. Alternate work arrangements do not change the conditions of employment or required 

compliance with laws and policies.  Employees working on an alternate work arrangement are 

subject to the same policies, statutes, and procedures applicable to all employees including, but 

not limited to, time and attendance and leave policies. Alternate work arrangements are not 

intended to permit staff to have time to work at other jobs or to run their own businesses.  The 

College will ensure procedures are in place to document the work hours of employees in alternate 

work arrangements ensuring compliance with the Fair Labor Standards Act. Supervisors may 

require employees to report to a central workplace or video conference as needed for work-

related meetings or other events or may meet with employees in the alternative work location as 

needed to discuss work progress or other work-related issues.  If a holiday falls on an employee’s 

scheduled day off as a result of an alternate work arrangement, the employee’s supervisor will 

make appropriate schedule adjustments to accommodate the holiday.  

D. If approved for an alternate work arrangement, the employee is expected to maintain appropriate 

levels of productivity and quality of work.  If working from a home-based location, the employee 

will be expected to make arrangements that allow the work site to be a safe, ergonomically sound 

and productive work environment during the agreed upon work hours. The employee must be 

available by phone or other electronic means during assigned working hours.  The supervisor will 

use The College’s performance management process to clearly define the performance 

expectations and to assess the employee’s performance. Supervisors will be expected to meet 

regularly with the employee to review performance and any issues related to alternative work 

arrangements. If a decline in performance is noted, the arrangement will be cancelled.  

E. Approved alternate work arrangements must be initiated through a formal alternate work 

arrangement agreement.  At a minimum, this agreement will establish:   

1. That the agreement may be revoked at any time without cause by written notification of 

The College or upon request by the employee;  

2. That the agreement will be reviewed periodically for compliance and to insure the 

continued business justification for the work agreement;  

3. The employee’s work schedule;  

4. The employee’s work location(s);  

5. How communications between the employee, supervisors, colleagues and others will be 

maintained;  

6. Exclusions of liability for The College and the State related to injury or property damage 

to third persons at employee maintained home-based work locations;   

7. An indemnification and hold harmless clause releasing the institution and the State from 

any and all claims, demands, judgments, liabilities, losses, damages, or expenses 

resulting or arising from any injury or damage to any person, corporation or other entity 
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caused directly or indirectly by the employee’s acts, omissions, bad faith, willful 

misconduct or negligence excluding acts within the scope of the employee’s 

employment pursuant to TCA 9-8-307(h);  

8. The College has a right to inspect home-based work facilities upon request;  

9. The employee’s status during emergency or weather-related closings.  

F. A sample Alternate Work Arrangement Agreement is provided in Exhibit 2.  

G. Employees working from a location within their home are responsible for maintaining their work 

environment as a safe and productive workspace. Work related injuries occurring at the 

employee’s home-based work location are subject to Tennessee Worker’s Compensation laws.  

Alternate work locations are considered extensions of the employee’s central work location 

during the time period outlined in the Alternate Work Arrangement Agreement.  

H. The supervisor should consider material and equipment needs when drafting a proposal for an 

alternate work arrangement with the goal of making the arrangement cost-neutral, i.e., no more 

equipment, supplies or expense should be necessary as a result of the alternate work 

arrangement than would be needed in the original work location.  

I. The College will not be responsible for any additional costs associated with alternate work 

locations such as utilities, home maintenance, etc. The employee will be responsible for any tax 

implications of a home-based work location.  For a home-based work location, the employee 

will be responsible for providing insurance coverage for equipment, supplies, etc. provided by 

the employee. The employee will be responsible for compliance with any local zoning 

ordinances or other restrictions related to maintaining a home-based work site.  The College will 

not be liable for any fines, penalties, taxes or other expenses that may accrue as a result of any 

violation of applicable restrictions.  

J. Employees must follow the College approved data security policies and procedures for 

protecting confidential information.  The employee will be responsible for any materials and 

documents transported from the College.   

K. The College will not pay for travel or commute miles between the home-based work site and 

any of its campuses.  

 

RELATED POLICIES  

• Nashville State Policy 05-01-03 37.5 Hour Workweek 

• TBR Policy 05.01.01.20 Alternate Work Arrangements 

• TBR Guideline P-020 Procedures for Implementation of the 37.5 Hour Work Week 

 

 

https://policies.tbr.edu/policies/alternate-work-arrangements
https://www.google.com/url?client=internal-element-cse&cx=000855052858091299634:vdn1pvbv97k&q=https://policies.tbr.edu/guidelines/procedures-implementation-375-hour-work-week&sa=U&ved=2ahUKEwjrmrWE96r4AhV3mIQIHVwNDWEQFnoECAEQAQ&usg=AOvVaw26TgtrtVRxSe4wqNIdyIco
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Approved by NSCC Cabinet 6/14/21 
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PERSONNEL POLICY 
Meal and Rest Breaks 

Policy 05-01-10 
 
 

 
 
PURPOSE 
To establish the parameters for regular meal and rest breaks for faculty and staff 
 
DEFINITIONS 

• Meal break – an unpaid break of no less than 30 minutes and no more than 60 minutes.  Meal breaks 
are not considered time worked.  

• Rest break – a paid break of 15 minutes.  Rest breaks are considered time worked. 
 
POLICY/GUIDELINE 

I. Application of Policy 
A. This policy applies to regular full-time faculty and staff scheduled to work 37.5 hours or more per 

week 
B. This policy also applies to part-time and temporary employees scheduled to work six or more 

consecutive hours on any given workday 
II. Meal Breaks 

A. Full-time faculty and staff scheduled to work at least the standard 37.5-hour workweek shall be 
entitled to a one-hour unpaid meal break each workday 

B. Part-time and temporary employees shall be entitled to at least a 30-minute unpaid meal break on 
any workday where they are scheduled to work six or more consecutive hours  

C. Meal breaks shall not be taken the first or last hour of the employee’s workday 
D. Supervisors may establish a schedule for meal breaks in their departments to ensure continuous 

service to the College community during the workday 
III. Rest Breaks 

A. All full-time faculty and staff, as well as part-time and temporary employees, may be granted a rest 
break of 15 minutes each morning and afternoon, as the workload permits and at the discretion of 
the supervisor 

B. Rest breaks may not be combined with meal breaks 
C. Unused rest breaks may not be accumulated or banked for future use or to offset a late arrival or 

early leave 
 
SOURCES 
TCA § 50-2-103(2)(A)(B) 
 
RELATED POLICIES  
TBR Guideline P-020 and Nashville State Policy 05-01-03 
 
Approved by President’s Cabinet 11/14/22 
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PERSONNEL POLICY 
Hours of Operation and Work 

Schedules 
Policy 05-01-11 

 
 

 
 
PURPOSE 
To establish the normal hours of operation for the College and standard work schedules for staff  
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Hours of Operation 
A. All hours of operation are determined at the President’s discretion 
B. Normal hours of operation for the College are 8:00 a.m. to 4:30 p.m. Monday through Friday 
C. Additional hours of operation may be established by the President for any of the College’s 

departments or campuses 
 

II. Work Schedules 
A. Pursuant to Nashville State Policy 05-01-03, full-time employees of the College shall work a 

minimum of 37.5 hours per week throughout the year 
B. All professional, administrative, clerical, support, technical, maintenance and operations staff are 

generally required to maintain a work schedule consistent with the College’s normal hours of 
operation 

C. Offices and departments that provide services beyond the normal hours of operation may, with the 
President’s approval, establish work schedules outside of the normal hours of operation consistent 
with the minimum 37.5-hour workweek    

D. The Campus Police Department may, with the President’s approval, establish a work schedule for 
law enforcement personnel based on a 40-hour workweek 

E. Work schedules, as well as primary work locations, are subject to change without notice 
F. Employees do not have the authority to set their own hours or modify their work schedules 

without permission 
 
SOURCES 
N/A 
 
RELATED POLICIES  
TBR Guideline P-020 and Nashville State Policy 05-01-03 

 
Approved by President’s Cabinet 11/14/22 
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PERSONNEL POLICY 
Separation from the College 

Policy 05-01-12 
 
 

 
 
PURPOSE 
To establish the administrative procedures for separating an employee from the College’s employ  
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Voluntary Separation 
A. An employee who wishes to resign his/her position with the College should do so in writing by 

submitting a letter of resignation to his/her immediate supervisor.  Exempt employees are encouraged 
to give at least 30 days’ notice of resignation to the College. Non-exempt employees are encouraged 
to give at least 14 days’ notice of resignation to the College.   

B. Upon receiving the employee’s letter of resignation, the supervisor is responsible for forwarding the 
letter to the Office of Human Resources. 

C. Pursuant to Nashville State Policy 05-01-00, an employee who is absent from duty for more than three 
(3) consecutive business days without giving notice to the appropriate manager concerning the reason 
for such absence and without securing permission to be on leave or who fails to report for duty within 
two (2) business days after the expiration of any authorized leave of absence, absent unusual 
circumstances causing the employee’s absence or preventing the employee’s return, is considered as 
having resigned not in good standing.  

D. Regardless of the employee’s standing at the time of resignation, the supervisor is responsible for 
submitting a separation Personnel Action Form (PAF) to the Office of Human Resources as soon as the 
supervisors is notified of the employee’s resignation.  In most cases, the employee’s last work day is 
the effective date of the separation.  In some instances, a retiring employee may choose to exhaust 
accrued annual leave after the last work day, in which case the employee’s last paid date is the 
effective date of the separation. Supervisors should contact the Office of Human Resources to 
determine the correct effective date.   

E. Upon receiving notification of resignation, the Office of Human Resources will schedule an exit 
interview with the departing employee. 

F. It is the supervisor’s responsibility to collect any College property in the employee’s possession, such 
as equipment, laptops, College identification cards, credit cards, keys, etc., on or before the employee’s 
last day of work.   

 
II. Involuntary Separation 
A. Involuntary separation from the College may occur for a number of reasons, including but not limited 

to poor job performance, inappropriate work-related conduct, gross misconduct, policy violation or 
reduction in force.  

B. Pursuant to Nashville State Policy 05-03-00, supervisors must consult with the Office of Human 
Resources prior to taking any disciplinary action, including suspending or discharging employees. 

C. Recommendations for discharge shall be prepared by the Office of Human Resources and submitted 
to the President for review.  No termination shall occur without the President’s approval, as only the 
President has the authority to terminate an employee.  

D. In the event an employee is discharged from the College, the supervisor is responsible for submitting a 
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separation Personnel Action Form (PAF) to the Office of Human Resources.  In most cases, the 
employee’s last day of work is the effective date of the separation.  In certain instances, the separation 
date may be different, and supervisors should consult with the Office of Human Resources to confirm 
the appropriate effective date.   

 
III. Payment of Accrued Unused Annual Leave 
A. Upon separation, an employee will be paid for all accrued unused annual leave as of his/her last work 

day. Payment should be made with the employee's normal payroll cycle where practical.  
B. An employee who is dismissed for gross misconduct, or who resigns to avoid dismissal for gross 

misconduct, will not be entitled to any compensation for accrued unused annual leave at the time of 
dismissal. 

 
SOURCES 
N/A 
 
RELATED POLICIES  
Nashville State Policies 05-01-00 and 05-03-00 and TBR Policies 5.01.00.00 and 5.01.00.02 

 
Approved by President’s Cabinet 11/14/22 
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05-01-15 Intellectual Property 

 

PURPOSE 

It is the policy of Nashville State Community College (the “College”) to: (1) encourage inventions and the 

production of copyrightable works by members of the College community; (2) facilitate the utilization of 

such inventions and works to the benefit of the public, the Institution, and members of the Institutional 

community; and (3) provide for the equitable sharing of any proceeds derived from the commercial 

exploitation of inventions and copyrightable works in which, pursuant to this policy, the College is 

determined to have an interest. This policy is intended to protect the interests of all concerned parties: the 

College, members of the College community, external sponsors of research and the public. 

 

DEFINITIONS 

• Author. The person or persons responsible for creation of a copyrightable work. 

• Gross Income. Proceeds from the sale, lease, or licensing of intellectual property by a TBR 

Institution; dividends derived from equity received in consideration for the sale, lease, or licensing of 

intellectual property by a TBR Institution; or proceeds from the sale of equity received in 

consideration for the sale, lease, or licensing of intellectual property by a TBR Institution. 

• Intellectual Property. Inventions and works. 

• Invention. Any discovery, invention, new use or application, process, composition of matter, article 

of manufacture, know-how, design, model, technological development, or biological material. 

• Inventor. Person or persons responsible for conception of an idea or ideas leading to an invention. 

• Net Income. Gross income minus the direct costs associated with patent prosecution, copyright 

registration, commercialization, defense, maintenance, and administration of intellectual property. 

• Scholarly Works. Include, but are not limited to, articles written for publication in academic 

journals, textbooks, works of art, musical compositions, and literary works. Theses and dissertations 

are not, for the purposes of this policy, scholarly works. Works by non-faculty employees shall not, 

for the purposes of this policy, be considered scholarly works. 

• Scope of Employment. Refers to activities which have been assigned to an employee by their 

supervisor or which are performed during normal working hours or which fall within the employee’s 

job description. 

• Significant use. Utilization of Institution funds, personnel, facilities, equipment, materials or other 

resources resulting in a cost to the Institution (direct, indirect, or depreciative) of more than $2,500 

(in constant 2001 dollars). 

• Work. Any copyrightable material, such as literary works; musical works, including any 

accompanying words; dramatic works, including any accompanying music; pantomimes and 

choreographic works; pictorial, graphic, and sculptural works; motion pictures and other audiovisual 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-01-15 Intellectual Property  PAGE 2 of 6 

 

works; sound recordings; architectural works; computer software or databases; circuit diagrams; 

architectural and engineering drawings; and lectures. 

 

POLICY/GUIDELINE 

I. Authorization 

A. Institutions of the Tennessee Board of Regents are authorized to seek and hold patents 

and copyrights, to assign their rights in intellectual property, and to execute agreements 

concerning royalty distribution. 

II. Applicability 

A. This policy shall apply to all persons employed (either as full-time, part-time or 

temporary employees) by the College, to students enrolled at the College, and to other 

persons using College facilities and resources. 

B. Contracts for works for hire between the College and independent contractors should 

define the respective rights and responsibilities of the parties with respect to ownership 

of any intellectual property developed as a result of the contract. 

III. Ownership of Intellectual Property 

A. Intellectual property developed by persons to whom this policy applies shall be the sole 

and exclusive property of the College if the subject intellectual property is; 

1. Developed within the person’s scope of employment with the College; 

2. Developed in the course of a project sponsored by the College; 

3. Developed with the significant use of the College’s facilities, services, or 

equipment (personal office space, libraries and the inventor or author’s personal 

computer provided by the College excluded); or 

4. Developed in the course of a project arranged, administered or controlled by the 

College and sponsored by persons, agencies or organizations external to the 

Institution, absent prior written agreement to the contrary. 

a. With respect to students, use of resources or facilities typically available to 

students in their educational activities shall not be considered "significant". 

B. Prior to the College providing support (for example, release time or Institutional funding) 

to a person to whom this policy applies, where that support could reasonably be expected 

to result in an invention or creation of a copyrightable work with commercial value, the 

College and the person or persons receiving that support shall agree in writing whether 

any intellectual property potentially arising from the supported activities would qualify as a 

scholarly work. 

C. Intellectual property developed outside an employee’s scope of employment, on the 

employee’s own time and without the use of significant Institutional resources shall be 

the sole and exclusive property of the Inventor or Author. 
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1. In consideration of College support in evaluating the intellectual property, 

seeking patent protection and/or pursuing commercialization activities, the 

College and the Inventor or Author may agree to assign all or a portion of the 

ownership rights to the invention or work to the College. 

D. The College shall not assert ownership of "scholarly" works, regardless of whether the 

circumstances surrounding creation of the work satisfy one or more of the four tests 

outlined in this section for determining College ownership. 

1. Disclosure of "scholarly" works is nonetheless required, subject to the condition 

that only those copyrightable works which could reasonably be expected to have 

commercial value must be disclosed. 

E. Nothing in this policy shall preclude a mutually agreed upon contract between the 

College and persons to whom this policy applies wherein either party may agree to 

waive their rights under this policy. 

IV. Administrative Responsibilities 

A. Inventors and Authors 

1. Persons to whom this policy applies are responsible for disclosing to the College 

their invention or production of a copyrightable work which could reasonably be 

expected to have commercial value. 

2. Disclosure shall be made to the President of the College, or designee, using an 

Invention Disclosure Form (see Exhibit 1) or Copyrightable Work Disclosure Form 

(see Exhibit 2). 

3. The Inventor or Author shall fully cooperate with other College personnel in the 

disclosure process and in other subsequent activities associated with patenting 

and/or commercialization of the invention or work. 

4. In the event that two or more persons are entitled to claim ownership of the 

intellectual property, the Inventors or Authors shall reach agreement between or 

among themselves regarding relative contributions for the purposes of 

distribution of net income from the Invention or Work. 

a. That agreement should be in writing and be notarized. 

b. The agreement will be required prior to the President’s initial decision 

regarding whether to pursue patent protection or commercialization of 

the intellectual property. 

5. Inventors should particularly note that certain acts (for example, enabling 

disclosure of the Invention in an academic journal) can constitute a statutory bar 

to patent protection. An Inventor contemplating public disclosure activities prior 

to filing an Invention Disclosure Form should contact the TBR Office of the 

General Counsel prior to engaging in those disclosure activities. 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-01-15 Intellectual Property  PAGE 4 of 6 

 

B. Intellectual Property Advisory Committee 

1. The College may form an Intellectual Property Advisory Committee, at the 

discretion of the President. 

2. If so formed, the Disclosure Form shall be forwarded to the Committee for an 

evaluation of the ownership, patentability and/or commercial potential of the 

invention or work. 

a. The Committee shall conduct an interview with the Inventor or Author 

and other persons as needed to make this evaluation. 

b. A patentability evaluation shall in particular include a thorough 

evaluation of acts by the Inventor or items of prior art which would bar 

patent protection. 

3. The Committee shall provide the President with its recommendations as to 

ownership of the intellectual property, whether patent protection should be 

sought, and whether to seek commercialization opportunities. 

4. The Committee shall conduct investigations as it deems necessary in the 

preparation of its recommendations to the President. 

5. The Committee is authorized to seek outside assistance in preparing its 

recommendations. Any compensated assistance obtained from private legal 

counsel must be approved in advance by the Attorney General of the State of 

Tennessee. 

6. The Committee shall also generally advise the President in all matters relating to 

this Policy. 

7. For those inventions or works in which the College is deemed to have an 

ownership interest, following a decision by the President, or designee, to seek 

patent protection, copyright registration, and/or commercialization of the 

intellectual property, the Committee will arrange to have those activities 

undertaken. 

8. All direct costs associated with those activities shall be borne by the College. 

C. TBR Office of the General Counsel 

1. The TBR Office of the General Counsel (OGC) is available to support the College, 

and specifically the Intellectual Property Advisory Committees, if formed, in 

evaluating the inventor-ship, ownership, and patentability of inventions 

disclosed to the Institution. 

2. To the extent that appropriate resources exist, the OGC shall be available to 

support prosecution of patent applications. 

3. The Office of the General Counsel is further available to the Institutions to 

support the drafting of licensing agreements. 
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4. The Office of the General Counsel shall receive and evaluate disclosures 

originating at TBR Institutions without Advisory Committees. 

D. College President 

1. The College President is responsible for decisions regarding ownership of the 

intellectual property and for the decision of whether to pursue patent protection 

or commercialization of the Invention or Work. 

2. These decisions are to be based on the recommendations of the Intellectual 

Property Advisory Committee, if applicable, as well as additional counsel the 

President may choose to seek from other sources. 

3. The President will inform the Inventor or Author of the presidents' decisions 

through the Advisory Committee, if applicable, or through other channels as 

advised by the OGC if the College is without an Advisory Committee. 

4. The President is authorized to make decisions regarding royalty distribution 

which deviate from the adopted royalty distribution rules, subject to the 

provisions of Section 8 of this Policy. 

5. If the College decides neither to seek patent protection for nor to pursue 

commercialization of the intellectual property, and the College has an ownership 

interest in the intellectual property, the President may decide to assign the 

College’s ownership interest to the Inventor or Author. 

6. For inventions made in the course of a project funded in whole or in part by the 

Federal Government, the Bayh-Dole Act (37 CFR 401) imposes certain reporting 

requirements associated with the technology transfer process. 

7. The President shall designate the party responsible for insuring that those 

reporting requirements are satisfied. 

8. Subject to other TBR Policies, the President shall have the responsibility for 

approving any and all agreements associated with commercialization of the 

intellectual property. 

9. The President is authorized to delegate any or all of these responsibilities, 

subject to the approval of the Chancellor of the Tennessee Board of Regents. 

V. Appeals 

A. The Inventor or Author may appeal decisions of the President or those of the designee. 

B. If the Inventor or Author disagrees with an initial decision, the Inventor or Author may 

request a re-evaluation by the President. 

C. The President is not authorized to delegate responsibilities relative to appeals. The 

request must be received within thirty calendar days of notification to the Inventor or 

Author of the initial decision. 

D. The Inventor or Author may submit documents or other evidence in support of his/her position. 
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E. A second and final decision by the President relating to ownership or royalty distribution 

may be appealed to the Chancellor of the Tennessee Board of Regents. 

F. Decisions of the TBR Chancellor shall be binding. 

VI. Income from Intellectual Property 

A. Income derived from the commercialization of intellectual property in which the College 

has an interest shall be first applied toward any direct expenses incurred by the College 

in seeking patent protection or copyright registration or in pursuing commercialization 

of the intellectual property. 

B. The portion of the net income the College retains from royalties and any other 

intellectual property-related income shall be deposited in a restricted account, and used 

by the College where the income-producing creation originated for the enhancement of 

research and instructional programs. 

1. The funds may be used for other purposes if specifically approved by the 

Chancellor of the Tennessee Board of Regents System. 

C. The College shall adopt rules regarding income distribution between the institution and 

Inventors or Authors. In no case shall the Inventor’s or Author’s share be less than 40 

percent of the annual net income from the intellectual property. 

D. TBR Institutions are authorized, subject to the approval of the Chancellor of the 

Tennessee Board of Regents System, to accept equity in lieu of cash in total or partial 

consideration for use of the Institution’s intellectual property rights. 

1. Dividend income and income received from the sale of equity shall be divided in 

accordance with the distribution rules adopted by the institution. 

 

SOURCES 

• T.C.A. § 49-8-203 Powers and Duties 

 

RELATED POLICIES  

• TBR Policy 5.01.06.00 Intellectual Property 

 

 

Approved by NSCC Cabinet 4/11/22 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=56b60bf5-ac72-4a09-a943-34bc191cdc0c&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=06c2d5c8-272a-4fcd-ac07-7fea225d17c6
https://policies.tbr.edu/policies/intellectual-property
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PERSONNEL POLICY 

Faculty Emeritus 

Policy 05-01-16 
 
 

 

 

PURPOSE 

The purpose of this policy is to establish the criteria and process regarding faculty emeritus at institutions 
governed by the Tennessee Board of Regents. 
 

DEFINITIONS 

N/A 

 

POLICY/GUIDELINE 

I. Faculty Emeritus 

A. Faculty having served an institution governed by the Tennessee Board of Regents for a sufficient 

length of time to be eligible for state retirement benefits are eligible for emeritus faculty status upon 

retirement from the institution. 

 

II. Procedures 

A. Emeritus faculty status is not automatic upon retirement. 

B. Emeritus faculty status is an honor bestowed for distinguished institutional service. 

C. The President may recommend a retiring/retired faculty member for faculty emeritus on a 

quarterly basis; such recommendation must include justification for awarding such status. A 

memo detailing such request must be routed through the on-line routing and approval system, 

to include signatures from the President and HR Officer at the institution, followed by the Vice 

Chancellor for Academic Affairs at the System Office, prior to reaching the Chancellor’s Office. 

D. In consultation with the Vice Chancellor for Academic Affairs, the Chancellor will make the 

recommendation to the Board for approval. 

E. The title of Faculty Emeritus may be revoked if the emeritus faculty member engages in any of 

the following: 

1. Dishonesty in teaching or research; 

2. Conviction of any felony or of any crime involving moral turpitude; or 

3. Capricious disregard of accepted standards of professional conduct. 

a. The President must submit a written request to recommend revocation of the 

emeritus status using the on-line routing and approval system to include 

signatures from the institution President, HR Officer at the institution, Vice 

Chancellor for Academic Affairs, and the Chancellor. The Chancellor will make 

such recommendation for revocation to the Board for determination. 

F. Emeritus faculty shall be entitled to such privileges and benefits, other than monetary 

compensation, as their institution designates insofar as such privileges and benefits are within 

the limits of the institution's discretionary authority. 

1. Such privileges and benefits may include an identification card designating the holder 

as emeritus faculty and entitling the holder access to certain institution facilities and 

services commonly available to faculty. 

2. The privileges and benefits carry with them the same responsibilities required of regular 

faculty. 

 

SOURCES 
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T.C.A. § 49-8-203 

 

RELATED POLICIES  

TBR Policy 5.02.01.10 

 

 

Approved by President’s Cabinet 1/24/22 
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PERSONNEL POLICY 

 Faculty Proficiency in Oral & Written English 

Policy 05-01-17 
 
 

 

 

PURPOSE 

Nashville State Community College (“College”) and the Tennessee Board of Regents (“TBR”) recognize that 
the ability to communicate effectively is an essential skill necessary for all academic personnel to perform 
successfully at the College. 
 

DEFINITIONS 

Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) – the regional accrediting 

body that accredits the community colleges in the TBR system. 

 

POLICY/GUIDELINE 

I. Policy 

A. Pursuant to Senate Joint Resolution 211 adopted by the 1984 General Assembly and to the 

accreditation standards of SACSCOC, all TBR institutions shall ensure that all faculty at Board of 

Regents institutions are proficient in oral and written English. 

 

At a minimum, candidates shall demonstrate: 

 

• An ability to speak and write English clearly 

• An ability to understand written and spoken English 

• An ability to communicate effectively in an academic environment 

 

B. No individual shall be appointed to a teaching position or recommended for tenure in such a 

position on any campus or other institutional unit of an institution unless the community college 

chief academic officer has certified that such individual can communicate effectively with students 

in the English language.  For new faculty appointments, academic hiring authorities shall complete 

the Faculty Academic Qualifications Checklist/Certification of Proficiency in English form as part of 

the College’s pre-hire recruiting and selection procedures.  For faculty being recommended for 

tenure, the chief academic officer will certify the faculty member’s proficiency as part of the tenure 

application/approval process.     

C. The foregoing criteria are to be used strictly as a measure of a candidate's ability to communicate 

effectively as an instructor and shall not be utilized to arbitrarily disqualify applicants of certain 

nationalities. 

D. The intent of Nashville State Community College is to comply with Section 504 of the Rehabilitation 

Act of 1973 and the Americans with Disabilities Act (ADA) and prohibits discrimination against a 

qualified individual with disabilities. 

E. The College supports assisting currently employed teaching personnel with improving their written 

and spoken English competency if those personnel are identified as needing such assistance. 

 

SOURCES 

T.C.A. § 49-8-203; All Federal, state, and regional statutes, codes, and rules referenced in this policy. 
 

RELATED POLICIES  
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TBR Policy 5.02.01.03 

 

Approved by President’s Cabinet 1/24/22 
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PERSONNEL POLICY 

 Faculty Compensation During Summer & Inter-Sessions 

Policy 05-01-18 
 
 

 

 

PURPOSE 

The Tennessee Board of Regents recognizes and considers summer session and inter-session assignments of 

faculty as separate assignments from academic year appointments. It is further recognized that compensation 

for faculty assignments during summer sessions and inter-sessions should be a factor of the regular academic 

year salary which takes into account the nature and extent of the duties and responsibilities involved in these 

separate appointments. To provide for such appropriate levels of compensation for faculty service during 

summer sessions and inter-sessions, the Board hereby adopts the following compensation provisions. 

 

DEFINITIONS 

N/A 

 

POLICY/GUIDELINE 

I. Classifications 

A. Category I: Regular Academic year faculty personnel who serve the institution as teaching faculty 

during inter-sessions and summer sessions. 

1. Faculty in this category shall be compensated at the rate of 1/32 of their academic year salary 

per semester hour of teaching load. 

2. The maximum summer and inter-session pay may not exceed 25 percent of the preceding 

academic year salary; however, except as needs are determined by the institution, a faculty 

member may teach and be compensated for up to nine semester hours for the summer term, 

with appropriate documentation of need maintained at the institution. 

B. Category II: Regular academic year faculty who serve under sponsored contracts for research and 

other professional services between academic years. 

1. Compensation for personnel in this category shall not exceed the rate equivalent to one-ninth 

per month of the preceding academic year salary. 

2. If the faculty member works on a part-time basis on a sponsored contract project, the pay 

should be adjusted accordingly. 

C. C. Category III: Division/Department Heads on an academic year appointment. 

1. The level of compensation for these administrators should be commensurate with the duties 

assigned. 

2. For a full-time assignment, the rate of pay shall not exceed 25 percent of the preceding 

academic year salary. 

D. Category IV: Part-time faculty. 

1. The level of compensation for faculty in this category should follow the schedule set forth in 

TBR Policy 5.01.00.00, General Personnel. 

II. Exceptions 

A. The above compensation provisions do not apply to campus-based study abroad programs or study 

abroad programs included in the Tennessee Consortium for International Studies (TCIS). 

1. Compensation for these programs will be determined by the institution or the Executive 

Director of TCIS, respectively. 

B. The number of total hours can be increased beyond the nine (9) hours for the summer term to a 

maximum of twelve (12) hours (four classes), if the additional course (three credit hours) is offered 
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through TNeCampus. The three additional hours for the course offered through TNeCampus will be 

paid as overload hours versus the normal summer school rate. 

1. This exception is optional for campuses and the Chief Academic Officer must sign a request for 

the waiver. 

C. The number of total hours can be increased beyond the nine (9) hours for the summer term to a 

maximum of twelve (12) hours (four classes), if the additional course (three credit hours) is deemed 

an institutional need and approved by the president.  

D. Any exception to the compensation provisions indicated above requires prior approval by the 

Chancellor.  

 

SOURCES 

T.C.A. § 49-8-203 

 

RELATED POLICIES  

TBR Policy 5.02.04.10 

 

Approved by President’s Cabinet 1/24/22 
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05-01-19 Performance Evaluation of Staff 

 

PURPOSE 

To provide a structured process for providing regular, ongoing feedback to staff concerning their overall 

job performance and for encouraging staff and supervisors to set work objectives that support the 

vision and mission of the College. 

 

DEFINITIONS 

• Staff. For the purposes of this policy, staff means all regular full and part-time employees 

classified as executive, administrative/professional and clerical/support.   

 

POLICY/GUIDELINE 

I. General 

A. The Office of Human Resources is responsible for implementing, initiating and 

overseeing all formal evaluation processes, as well as for developing and overseeing the 

overall performance management strategy for the College. 

B. The Office of Human Resources will develop effective and appropriate performance 

evaluation instruments and provide training to evaluating supervisors on a periodic basis.  

C. Performance evaluations and assessments should be candid, two-way conversations that 

happen throughout the year.  Therefore, it is the evaluating supervisor’s responsibility to 

continuously observe and evaluate an employee's job performance and to hold periodic 

check-in sessions with the employee to discuss his/her job performance and to 

complete all formal evaluations in an equitable, consistent and timely manner.  

D. Staff should be given an opportunity to review and discuss the performance evaluation 

with the supervisor.  Signing the evaluation document does not indicate the employee 

agrees with the supervisor’s assessment but acknowledges the employee reviewed the 

evaluation document, was given an opportunity to discuss it and received a copy of it.  

E. If an employee disagrees with the supervisor’s assessment, the employee may respond 

in writing to the supervisor within 14 days of receiving the evaluation.  A written 

response does not necessarily overturn the supervisor’s assessment or demand further 

action by the College.   The supervisor should forward the employee’s response to the 

Office of Human Resources for review and inclusion in the permanent record.   

F. Supervisors must submit all final performance evaluation documents to the Office of 

Human Resources for permanent record-keeping. 
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II. Annual Evaluations  

A. Performance evaluations for all staff shall occur at least annually. 

B. This policy does not apply to full-time faculty, adjunct faculty or temporary employees.  

Faculty shall be evaluated annually pursuant to Nashville State Policy 05-01-20. 

C. Similarly, the President is evaluated by the Chancellor of the Tennessee Board of 

Regents pursuant to TBR Policy 1.03.03.00, Selection and Retention of College 

Presidents, on an annual basis.  

 

III. Probationary Evaluations 

A. All staff at Nashville State Community College are appointed on a probationary basis.  

The initial probationary period for staff is six (6) months.  During the initial probationary 

period, an employee should receive close supervision, instruction, training, regular 

feedback and any other guidance    and/or support that promotes the employee’s 

potential for success.   

B. Each probationary employee shall receive a performance evaluation during the initial 

probationary period.  Evaluating supervisors should consult with the Office of Human 

Resources if a probationary employee is underperforming during the probationary 

period.   

C. Current employees who are appointed to a new position at the College are also subject 

to a probationary period of six (6) months for the new appointment and will be 

evaluated during that time.   

D. Staff who receive an overall rating of meets expectations or better on a probationary 

evaluation are considered to have successfully completed the probationary period and 

will be granted regular appointment. 

 

IV. Discretionary Evaluations 

A. The College reserves the right to conduct discretionary performance evaluations at such 

times the institution deems necessary and appropriate.  

 

V. Self-Evaluations 

A. Evaluating supervisors may request staff to complete a self-evaluation to be considered 

as part of the supervisor’s overall assessment of the employee’s job performance.   

B. Self-evaluations are at the supervisor’s discretion and do not become part of the 

employee’s permanent performance evaluation record.  Thus, self-evaluation documents 

should be maintained by the evaluating supervisor and not submitted to the Office of 

Human Resources as part of the permanent evaluation record.   
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VI. Effects of Substandard Rating 

A. Probationary staff who receive an overall substandard rating, which is any rating below 

meets expectations, on a probationary performance evaluation may be subject to one or 

more of the following measures: 

1. Extension of the probationary period, with follow-up evaluation 

2. Performance improvement plan (PIP), with follow-up evaluation 

3. Termination 

B. Non-probationary staff who receive an overall substandard rating, which is any rating 

that is below competent, satisfactory, meets expectations or other similar average 

standard, on an annual or discretionary performance evaluation may be subject to one 

or more of the following measures: 

1. Denied promotion or appointment to another vacant position until satisfactory 

job performance is attained and sustained 

2. Prohibited from receiving a regularly scheduled salary increase in accordance 

with applicable Tennessee Board of Regents’ guidelines 

3. Placed on a performance improvement plan (PIP) 

4. Disciplined 

5. Demoted with a corresponding decrease in salary 

6. Terminated 

C. Repeated overall substandard ratings on annual or discretionary performance 

evaluations may lead to termination. 

 

RELATED POLICIES  

• Nashville State Policy 05-01-20 does not exist 

• TBR Policy 1.03.03.00 Selection and Retention of Presidents 

 

 

 

Approved by NSCC Cabinet 4/11/22 

https://policies.tbr.edu/policies/selection-and-retention-presidents
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PERSONNEL POLICY 
Annual Leave Policy  

Policy 05-02-00 
 
 

 
 
PURPOSE 
The purpose of this policy is to establish the criteria and process regarding accrual and usage of annual leave for 
employees at Nashville State Community College (“College”). It is the policy of the College, in accordance with 
TBR policy 5:01:01:01, to provide all regular full-time and part-time employees with regular periods of rest and 
relaxation away from the work environment; and to recognize length of service through additional annual leave 
accrual. The appropriate approving authority may require key administrative personnel to take a certain number 
of consecutive days of annual leave each year. 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Introduction 
 

All employees who are eligible to accrue annual leave may request use of annual leave at any time 
through their proper approving authority. Such requests are subject to the discretion of the approving 
authority, which is responsible for planning the work under his or her control, and should be approved 
only at such times as the employee can best be spared.  
 
In addition, annual leave may be used to remain in an active pay status by an employee who has 
exhausted all sick leave and whose continued absence has been approved in accordance with Sick Leave 
Policy 05-02-01 and/or Family and Medical Leave Act Policy 05-02-02. Annual leave may not be used 
intermittently with leave without pay during a continuous FMLA leave period.  
 
Lastly, annual leave is paid as a lump sum for employees terminating from the College and cannot be 
used as “terminal’ leave except upon the employee’s notice of retirement. 

 
II. Eligibility to Accrue Annual Leave  

 
A. Regular full-time employees (excluding nine, ten and eleven-month faculty) regardless of 

probationary status, shall be eligible to accrue annual leave. 
 
B. Regular part-time employees, including twelve-month academic personnel (excluding nine, ten and 

eleven-month faculty) scheduled to carry less than a full teaching load or its equivalent, regardless 
of probationary status, shall be eligible to accrue annual leave on a prorated basis equal to the 
percentage of their employment to full-time employment. 

 
C. Nine, ten and eleven-month academic personnel, full or part-time, whether or not compensated 

over a twelve-month period, shall not be eligible to accrue annual leave. 
 

D. Temporary employees shall not be eligible to accrue annual leave. 
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1. Temporary employees who are subsequently appointed as regular employees with no break in 
service shall become eligible to accrue annual leave and shall receive annual leave balances 
accrued retroactively from the date of employment. 

2. Temporary clerical and support personnel who subsequently become eligible to accrue annual 
leave shall also receive retroactive credit for service from the date of employment for the 
purpose of calculating annual leave accrual rates. 

 
E. All full-time and part-time employees who are employed pursuant to funds available to the 

institution through grants or contracts are not eligible to accrue annual leave unless the grant or 
contract involved provides sufficient funds to cover the costs of such leave, or unless eligibility to 
accrue annual leave is approved by the president of the institution. 

 
F. Student employees shall not be eligible to accrue annual leave. 

 
III. Annual Leave Accrual  

 
A. Regular full-time clerical and support personnel (non- exempt) shall accrue annual leave, expressed 

in hours, in accordance with the following schedule: 
 

Years of 
Service 

Accrual 
Rate 
Per Month* 

Maximum 
Annual 
Accumulation* 

Maximum Total 
Accumulation 
Within FY* 

Maximum 
Accumulation 
Carried Forward to 
Next FY* 

0-5 7.5 90.0 315.0 225.0 
5-10 11.3 135.6 405.6 270.0 
10-20 13.2 158.4 450.9 292.5 
20 < 15.0 180.0 495.0 315.0 

 
*Number of hours 

 
B. Executive, administrative and professional personnel (exempt), and twelve-month academic 

personnel (faculty) who are regular full-time employees, who are exempt from the provisions of the 
Federal Wage and Hour Law, shall accrue annual leave at the rate of 15 hours per month, with the 
maximum accumulation of 315 hours to be carried forward to the next fiscal year. 

 
C. All regular part-time personnel employed on a twelve-month basis and regular part-time personnel 

on MODFY (modified fiscal year) appointments shall accrue leave on a prorated basis equal to the 
percentage of their employment compared to full-time employment, with said percentage to be 
applied to the rate of accrual and maximum accumulation described in items A and B of this section, 
as applicable. 

 
D. Eligible employees shall accrue annual leave from the date of employment. (See Section I.D, 

providing for retroactive credit for temporary employees who subsequently become eligible to 
accrue annual leave.) 

 
E. Eligible employees earn and accrue annual leave for each month upon completion of a major fraction 

thereof (i.e., more than fifty percent (50%) of the number of days in the month), and leave may be 
used when earned, regardless of an employee's probationary status, subject to the discretion of the 
approving authority. Annual leave may not be taken before it is earned.  
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F. Employees otherwise eligible to earn annual leave do not earn or accrue annual leave while on a 

leave of absence. 
 

G. When an employee who is eligible to accrue annual leave transfers into a nine-month academic 
position (thus becoming ineligible to accrue annual leave), the employee shall take all accrued 
annual leave prior to the date of transfer unless the appropriate approving authority determines that 
the services of the employee must continue until the date of transfer. In that event, the employee 
shall be paid for all accrued annual leave by a lump sum payment at the time of transfer. 

 
H. MODFY employees who are employed during the period which would normally be the non-duty 

period of their appointment shall accrue annual leave in accordance with items A and B of this 
section for each month of full-time employment. For part-time employment during that period, 
MODFY employees shall accrue annual leave on a prorated basis in accordance with item C of this 
section. 

 
I. Years of Service for Determining Accrual Rate 

 
1. Anniversary date for computation of leave shall be the beginning date of employment for each 

employee, except when adjustments in the date must be made because of periods of non-
accrual, i.e., leaves of absence, temporary breaks in employment, etc. The rate of accrual for 
employees will be effective the month following the anniversary date. Annual leave shall be 
accounted for and controlled for maximum accumulation purposes on a fiscal year basis. 

 
2. In determining the amount of full-time or prorated part-time service accrued by an employee, 

all service accumulated while employed in any agency, office, or department of the State of 
Tennessee, or in any state college, university, or college of applied technology shall be credited 
for purposes of leave computation. In addition, any employee who was employed by a public 
school system as defined in T.C.A. § 49-1-103 and who becomes an employee eligible to accrue 
leave in this System shall receive credit for service with said public school system for leave 
accrual purposes after employment in this System for one continuous year. In order to be eligible 
to receive credit for the prior service the employee must begin employment in this System within 
two (2) years from the date of termination with the public school system. 

 
J. Maximum Accumulation 

 
1. The accumulation of annual leave shall not exceed the maximum accumulation indicated in 

items III.A and III.B of this section, or the proration thereof under item III.C. Annual leave in excess 
of the maximum may be used during the year in which the excess accrues; in the event it is not 
so used, it will be transferred to the employee's accumulated sick leave at the close of the fiscal 
year, unless the employee is on terminal leave, in which case the full amount of accrued annual 
leave shall be carried forward. 

 
IV. Disposition of Accrued Annual Leave Upon Termination  

 
A. Except as otherwise provided and subject to the limitations stated in this section, upon termination 

of employment with the College, an employee shall be paid for all accrued but unused annual 
leave as of their last working day. 

 
1. Payment shall be by lump sum payment upon separation for reasons other than Retirement. 
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2. Upon Retirement payment shall be, at the option of the employee, either by terminal leave or 

by lump sum payment. 
 

3. Whether payment is by terminal leave or lump sum payment, and whether termination is 
voluntary or involuntary, the discretion to determine the employee's last working day is reserved 
to the appropriate appointing authority. 

 
4. Of course, the employee retains the right to make their last working day a date prior to the date 

established by the appointing authority. 
 

5. In either option, payment should be made with the employee's normal payroll cycle. 
 

B. Terminal Leave 
 

1. Terminal leave is that period during which an employee remains on the payroll beyond their last 
working day until all accrued annual leave has been exhausted. 

 
2. If a retiring employee elects to be paid for accrued but unused annual leave by terminal leave, 

the date on which their annual leave is exhausted shall be the official date of retirement. 
 

3. During a period of terminal leave, an employee shall not earn additional annual or sick leave, 
shall not be eligible to use sick leave, and shall not be eligible for any salary increase. 

 
a. However, an employee shall receive credit for any official holiday occurring during a 

period of terminal leave and shall receive the longevity bonus if the anniversary date 
occurs during the period of terminal leave. 

 
4. During a period of terminal leave, an employee shall continue to be eligible for group health 

insurance coverage. Premiums for the coverage shall be deducted from terminal leave payments 
if continued coverage is elected. 

 
C. If a terminating employee elects to be paid for accrued but unused annual leave by lump sum 

payment, the employee's last working day shall be the official date of termination.  
 

D. Payment for accrued annual leave under this section shall not be limited to the maximum 
accumulation amount which may be carried forward from one fiscal year to the next if the last 
working day occurs prior to July 1 (even if the terminal leave period extends beyond July 1). 
 

E. In the case of death, payment for an employee's unused accrued annual leave shall be made to the 
employee's estate or designated beneficiary. 
 

F. An employee who transfers to another System institution or another state agency shall not be paid 
for accrued but unused annual leave. Rather, all unused annual leave shall be transferred to the other 
institution or state agency. (In accordance with Nashville State Policy 05-02-09.) 
 

G. An employee who is dismissed for gross misconduct, or who resigns or retires to avoid dismissal for 
gross misconduct shall not be entitled to any compensation for accrued but unused annual leave at 
the time of dismissal. (For the definition of gross misconduct, refer to Nashville State Policy 05-01-
00)  
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SOURCES 
T.C.A. §§ 49-8-203; 49-1-103; Family and Medical Leave Act and Fair Labor Standards Act 
 
RELATED POLICIES  

Nashville State Policies 05-02-01, 05-02-02 and 05-02-09 
 
 
 
Approved by President’s Cabinet 1/10/22 
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PERSONNEL POLICY 
Sick Leave Policy 

Policy 05-02-01 
 
 

 
 
PURPOSE 
The purpose of this policy is to establish the criteria and process regarding accrual of sick leave for employees 
at Nashville State Community College (“College”).  It is the policy of the College, in accordance with TBR policy 
5:01:01:07, to protect all regular full-time and part-time employees against loss of earnings due to illness, injury, 
or incapacity to work including illness or incapacity to work due to pregnancy, and to provide the time off to 
employees in the event of illness or death of certain family members. 
 
DEFINITIONS 
The body of the policy defines terms.  
 
POLICY/GUIDELINE 

I. Eligibility to Accrue Sick Leave  
A. Regular full-time employees and academic personnel, regardless of probationary status, shall 

be eligible to accrue sick leave. All eligible employees (regular full-time and regular part-time) 
will accrue sick leave after working more than 50% of the month. 
 

B. Regular part-time employees, including academic personnel scheduled to carry less than a full 
teaching load or its equivalent, regardless of probationary status, shall be eligible to accrue sick 
leave on a prorated basis equal to the percentage of their employment to full-time employment. 

 
C. Temporary employees shall not be eligible to accrue sick leave. Temporary employees who are 

subsequently appointed as regular employees with no break in service between the temporary 
assignment and the regular position shall become eligible to accrue sick leave and shall receive 
sick leave balances accrued retroactively from the date of employment. 

 
D. All full-time and part-time employees who are employed pursuant to funds available to the 

institution through grants or contracts are not eligible to accrue sick leave unless the grant or 
contract involved provides sufficient funds to cover the costs of such leave, or unless eligibility 
to accrue sick leave is approved by the president of the institution. 

 
E. Student employees shall not be eligible to accrue sick leave. 

 
II. Eligibility for Rate of Accrual of Sick Leave 

A. Regular full-time personnel and full-time academic personnel, whether employed on a twelve-
month or nine-month service basis, shall accrue sick leave at the rate of 7.5 hours (1 day) for 
each month of actual service 
 

1. A regular full-time employee working 37.5 hours per week earns 90 hours (12 days) of 
sick leave per year.  
 

2. An employee on a 40 hour per week schedule shall accrue 8 hours (1 day) for each 
month of actual service or 96 hours of sick leave per year. 
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B. Regular part-time personnel and part-time academic personnel, whether employed on a twelve-
month or nine-month service basis shall accrue sick leave on a prorated basis equal to the 
percentage of their employment compared to full-time employment. 

 
C. Accrued days of sick leave shall be cumulative for all days not used. 

 
D. Eligible employees shall accrue sick leave from the date of employment. (See Section I, item C, 

providing for retroactive credit for temporary employees who subsequently become eligible to 
accrue sick leave.) 

 
E. Eligible employees earn and accrue sick leave for each month upon completion of service for a 

major fraction thereof. 
 

F. All modified fiscal year (MODFY) employees who are employed during the period which would 
normally be the non-duty period of their appointment shall accrue sick leave at the rate of 7.5 
hours for each month of full-time employment. For part-time employment during that period, 
MODFY employees shall accrue sick leave on a prorated basis in accordance with item B of this 
section. 

 
G. Notwithstanding any other provision herein which might be construed to the contrary, regular 

nine-month academic personnel shall accrue 67.5 hours (9 days) of sick leave for full-time 
employment for a full academic year and up to 22.5 hours (3 days) of sick leave for full-time 
employment throughout summer sessions based on hours worked during the summer. 

 
H. Employees otherwise eligible to earn sick leave do not earn or accrue sick leave while on an 

unpaid leave of absence. 
 

III. Use of Sick Leave  
A. Sick leave and Family and Medical Leave (FMLA) shall run concurrently in accordance with the 

provisions of Nashville State Policy 5-02-02 (Note: Unless an employee is on a reduced or 
intermittent work schedule, periods of less than three days shall not be designated as FMLA 
leave.) 
 

B. Sick leave is generally applicable to absences due to illness or injury to an employee, including 
illness or incapacity to work due to pregnancy, medical examinations and dental appointments. 
In addition, sick leave may be used for parental leave. Refer to Nashville State Policy 5-02-04 

 
C. Where an employee must be absent because of illness in the immediate family, sick leave may 

be granted by the appropriate approving authority. 
 

1. For purposes of this section, "immediate family" shall be deemed to include: 
 

a. spouse; 
b. child, step-child, foster child; 
c. parent, step-parent, foster parent and parent-in-law; 
d. sibling; and 
e. other members of the family who reside within the home of the employee. 

 
D. Sick leave, if available, may be granted at the discretion of the appropriate approving authority 

in instances of death of a member of the family as follows: 
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1. Immediate family member as defined in Nashville State Policy 5-02-08 - Bereavement 
Leave, may be granted for a maximum of two (2) days after the three (3) day 
bereavement leave has been used for a maximum of five (5) consecutive or non-
consecutive regularly scheduled work days.  
 

2. In instances of death of one of the following relatives, sick leave may be granted for a 
maximum of 22.5 hours (3 days): 

 
a. sons-in-law and daughters-in-law; 
b. brothers-in-law and sisters-in-law; 
c. foster brothers and foster sisters. 

 
E. Abuse of sick leave by an employee will result in the withholding of payment of the sick leave 

and possible additional disciplinary action. Sick leave may not be taken until earned and 
available, and may not be advanced. 
 

F. Sick leave may not be used by nine-month academic personnel for absences due to illness or 
injury during a summer or other inter-session unless the employee has been physically present 
and actually commenced employment for the term in question. 

 
G. Upon prior approval of the Chancellor, an employee who is injured in the line of duty as a result 

of the commission of an assault upon them which disables the employee from performing their 
regular duties, may be retained on the regular payroll for a period not to exceed twenty-eight 
(28) calendar days without being required to use any accrued sick leave. The length of time for 
such retention on the payroll shall be based upon a written statement from the attending 
physician that the employee is unable to perform their regular duties. 

 
H. Subject to the conditions outlined in Transfer of Sick Leave between Employees Policy 5-02-09, 

sick leave may be transferred to members of the College’s Sick Leave Bank(s). 
 

IV. Physician’s State or Other Certification  
A. An employee may be required to present evidence in the form of personal affidavits, physician’s 

certificates, or other testimonials in support of the reason for sick leave upon request of their 
supervisor or an appropriate approving authority.  

 
B. Sick leave may not be denied where an employee furnishes an acceptable statement from a 

licensed physician or accredited Christian Science practitioner or other healthcare provider, 
provided that the supervisor or approving authority may require additional documentation or 
statements from other physicians or accredited practitioners. 

 
V. Return to Work  

A. An employee may be required to present a written release to return to work, including any 
restrictions that may apply, from a licensed physician or other accredited practitioner prior to 
resuming employment. 

 
B. An employee will be allowed to return to work if the release certifies that he/she is able to 

perform the essential functions of the position with or without a reasonable accommodation. 
 

VI. Exhaustion of Sick Leave 
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A. When the illness, injury, or disability of an employee continues beyond the period of 
accumulated sick leave, the employee shall use any accumulated annual leave for continued 
absence. 
 

B. However, in cases of workers’ compensation, an employee may choose to be placed on an 
unpaid leave of absence and retain sick and/or annual leave.  

 
C. When an employee has exhausted all accumulated sick and annual leave, they may be placed 

on leave of absence, if requested and found to be justifiable. (See Nashville State Policy 5-02-
03) 

 
VII. Separation of Employees with Accrued Sick Leave  

A. Upon termination of employment, accumulated sick leave shall not be used as terminal leave, 
and the employee shall not be entitled to any lump sum payment for accumulated sick leave. 
 

B. If an employee is transferring to another state agency, accumulated sick leave shall be 
transferred according to Leave Transfer between TBR Institutions and State Agencies. (See 
Nashville State Policy 5-02-09) 

 
C. If an employee leaves the System or any other state service in good standing after having worked 

on a full-time continuous basis for at least one (1) full year and thereafter returns to service with 
the System on a full-time basis, the employee shall immediately be credited with all sick leave 
to which they were entitled at the time of the previous termination. 

 
1. Certification of such entitlement must be received from the previous employer if other 

than the new employer; 
 
2. If the employee has had interim employment with the System or any other agency of 

the State of Tennessee of less than one (1) year, they shall not be disqualified from 
receiving credit for sick leave to which they are otherwise entitled. 
 

D. Notwithstanding the above paragraph, if any state employee or teacher employed by a local 
school board in Tennessee leaves the employment of the state or of that board in good standing 
and becomes a full-time employee within six (6) months of the date of termination, the 
employee shall immediately be credited with all sick leave to which they were entitled at the 
time of the previous termination. 
 

E. TCRS member employees who terminate due to retirement shall have all unused accumulated 
sick leave credited toward retirement. ORP member employees who terminate due to retirement 
shall have all unused accumulated sick leave credited toward retirement service for insurance 
purposes. 

 
VIII. Death of Employee with Accrued Sick Leave  

A. The estate or designated beneficiary of any employee, upon the employee's death, shall be paid 
for the employee's unused and accrued sick leave in the same manner as the estates of deceased 
employees are paid for annual leave. 

 
SOURCES 
T.C.A. § 49-8-203 
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RELATED POLICIES  
Nashville State Policies 05-02-03, 05-02-09, 05-02-04, 05-02-08, 05-02-02 and TBR Policies 5.01.01.07 and 
5.01.01.15 and TBR Guideline P-062 
 
 
Approved by President’s Cabinet 1/10/22 
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05-02-02 Family, Medical and Servicemember Leave 

 

PURPOSE 

In compliance with the Family and Medical Leave Act of 1993, as amended, (“FMLA” or “the Act”), it is 

the policy of Nashville State Community College (“the College”) to provide eligible employees up to 12 

workweeks of leave during a 12-month period for family or medical leave, or for a qualifying exigency; 

or, up to 26 workweeks of leave for military caregiver leave during a 12-month period for reasons 

specified in this Policy, to provide continued health insurance coverage during the leave period and to 

insure employee reinstatement to the same or an equivalent position following the leave period. 

 

DEFINITIONS 

• State. Shall be defined as any State agency, the TBR System, and/or the University of Tennessee 

System, for purposes of this policy.  

• Other definitions are part of the policy text. 

 

POLICY/GUIDELINE 

I. Employee Eligibility  

A. In order to be considered "eligible," an employee must: (1) have worked for the State for 

at least 12 months; and, (2) have worked at least 1,250 hours during the year preceding 

the start of the leave. 

B. The determination of whether an employee meets the eligibility criteria for receiving 

FMLA leave is based on the amount of service (including prior service) the employee has 

as of the date the leave actually begins. 

C. This policy applies to both regular and temporary employees. 

D. The right to take FMLA leave applies equally to male and female employees. 

E. This policy contains no exceptions for "key employees" (e.g., a salaried FMLA eligible 

employee who is among the highest paid 10 percent of all the employees of the 

institution). 

F. The 12 months of required work with the State do not have to be consecutive in order 

for an employee to be eligible. However, employment prior to a break in service lasting 

7 or more years will not be counted unless the break was due to fulfillment of a National 

Guard or Reserve military service obligation. The time served performing the military 
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service must also be counted in determining whether the employee has been employed 

for at least 12 months by the State. 

G. If an employee is maintained on the payroll for any part of a week, that week is 

considered a week of employment, with 52 weeks of such employment considered equal 

to 12 months. 

H. In determining "hours worked" for the purposes of FMLA eligibility, all hours actually 

worked by an employee (including overtime hours) should be calculated. 

1. Annual and sick leave hours which have been used during the 12-month period 

preceding the start of the leave are not counted as hours worked. 

2. In situations where a full-time employee is considered "exempt" from the 

overtime provisions of the Fair Labor Standards Act (FLSA) and no record of 

overtime hours worked has been maintained, the employee is presumed to have 

met the 1,250-hour requirement if they have worked for the State for at least 12 

months. 

3. For purposes of this policy, full-time faculty satisfy the 1,250-hour test. 

I. The determination of eligibility must be made as of the date the leave commences or 

within 5 business days (absent extenuating circumstances) of when notification of an 

FMLA qualifying event has been received. 

1. If an employee gives notice that leave is required before meeting the eligibility 

criteria, they must either be: 

a. Provided with confirmation of when eligibility will be attained, based 

upon a projection; or 

b. Advised when the criteria have been met. 

2. In the latter case, the notice of leave will remain current and outstanding until 

the employee is advised that eligibility has been attained. 

3. Eligibility that is confirmed at the time the notice is received may not be 

subsequently challenged. 

4. If notice of leave has been given and confirmation of eligibility is not given prior 

to commencement of the leave, the employee is deemed eligible; FMLA leave 

may not be denied. 

5. In addition, if notice of the need for leave has not been given more than 5 

business days prior to commencement of the leave, a determination of eligibility 

must be confirmed within 5 business days following notice. 

6. If such a determination is not provided, the employee will be considered eligible. 
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J. Leave requests for regular employees who do not satisfy the FMLA eligibility 

requirements shall be processed in accordance with the appropriate leave policies of the 

College. 

 

II. Leave Entitlement – FMLA Qualifying Events 

A. Family Leave 

1. The birth of a son/daughter and to care for the newborn child. 

a. In addition to leave taken after the birth of a child, FMLA leave may be 

taken by an expectant mother for the purpose of prenatal visits, 

pregnancy-related symptoms, and in situations where a serious health 

condition prevents her from performing her job duties prior to the 

child's birth. 

b. Husbands may also use FMLA to accompany an expectant spouse to 

prenatal visits, to care for an expectant spouse with a serious health 

condition, or if needed to care for the spouse following the birth of the 

child if the spouse has a serious health condition. 

2. The adoptive or foster care placement of a son or daughter with the employee. 

a. FMLA leave may be taken prior to an adoptive or foster care placement if 

the leave is necessary for the placement to proceed. This would include 

granting leave for required counseling sessions, court appearances, and 

legal or medical consultations. 

Adoption: There is no requirement in the Act that the source of an 

adoption be from a licensed adoption agency in order for an employee 

to be eligible for FMLA leave. (See Section II, A.c., for age limitations for 

son/daughter.) 

b. Foster Care: This is defined as "24-hour care for children in substitution 

for, and away from, their parents or guardian." The Act requires that this 

placement be made by or in agreement with the State and that State 

action be involved in the removal of the child from parental custody. 

Foster care may include children of relatives placed within the 

employee's home by the State. 

3. To care for the employee's spouse, son, daughter, or parent with a serious health 

condition, as defined below: 
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a. Spouse: For purposes of this policy is defined by the U.S. Department of 

Labor - Family Medical Leave Act. (See Code of Federal Regulations; 29 

CFR 825.102 Definitions)  

b. Parent: Biological parent or an individual who currently stands or stood 

in place of an absent parent to an employee when the employee was a 

child as defined in son/daughter below. The definition does not include 

parents-in-law. 

c. Son/Daughter: Biological, adopted, foster child, stepchild, legal ward, or 

child of a person standing in place of an absent parent, who is either 

under age 18, or age 18 or older and incapable of self-care because of a 

mental or physical disability.  An individual "incapable of self-care" 

means that the individual requires active assistance or supervision in 

performing 3 or more activities of daily living. An individual with a 

"physical or mental disability" means that the individual has an 

impairment that substantially limits one or more of the major life 

activities of an individual. Regulations at 29 CFR Part 1630, issued by the 

Equal Employment Opportunity Commission under the Americans with 

Disabilities Act Amendments Act of 2008 (ADAAA), 42 U.S.C. 12101 et 

seq., define these terms. 

(i) For purposes of confirmation of family relationship, the College 

may require the employee giving notice of a need for leave to 

provide reasonable documentation or statement of family 

relationship. 

(ii) This documentation may take the form of a simple statement 

from the employee, a birth certificate, a court document, etc. 

(iii) After examination, the employee is entitled to the return of the 

official document. 

B. Medical Leave. The employee has a serious health condition resulting in an inability to 

perform job functions. 

1. An employee is unable to perform the functions of their position if the Health 

Care Provider (“HCP”) finds that the employee is: 

a. Unable to work at all; or 

b. Unable to perform any one of the position's essential functions within 

the meaning of the ADAAA, 42 USC 12101, et. seq. and the regulations at 

29 CFR Sec. 1630.2 (n). For FMLA purposes, the essential functions must 
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be determined with reference to the employee's position when the 

notice is given or the leave commenced, whichever is earlier. 

2. An employee absent from work to receive medical treatment for a serious health 

condition is considered to be unable to perform the essential functions of the 

position during the absence for treatment. The Office of Human Resources may 

provide a copy of the essential functions of the employee's position for the HCP 

to review when requiring certification. 

C. Servicemember or Military Family Leave 

1. “Qualifying Exigency.” Employees with a spouse, son, daughter, or parent (“the 

Servicemember”) on covered active duty or a Federal call to covered active duty 

in the regular Armed Forces, the National Guard or Reserves, or a retired 

member of the regular Armed Forces or Reserves may use leave to address 

exigencies listed below arising out of the covered active duty or impending 

covered active duty deployment of the Service member to a foreign country: 

a. Short-notice deployment (up to 7 days of leave); 

b. Attending certain military events; 

c. Child care or school activities; 

d. Addressing financial and legal arrangements; 

e. Periods of rest and recuperation with the Servicemember (up to 5 days 

of leave) 

f. Attending counseling sessions related to active duty; 

g. Attending post-deployment activities (available for up to 90 days after 

the termination of the covered Servicemember’s active duty status); 

h. Other activities arising out of the Servicemember’s active duty or call to 

active duty, and agreed upon by the College and employee. 

2. Military Caregiver Leave 

a. An eligible employee who is the spouse, son, daughter, parent, or next of 

kin of a covered Servicemember shall be entitled to a total of 26 work 

weeks of leave during a 12-month period to care for  the covered 

Servicemember  who has  a serious injury or illness incurred in the line of 

duty while on covered active duty in the Regular Armed Forces, National 

Guard or Reserves provided that such injury or illness may render the 

Servicemember medically unfit to perform duties for which the 

Servicemember is undergoing medical treatment, recuperation, or 
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therapy; or is in outpatient status; or is on the temporary disability 

retired list. 

(i) A serious health condition also includes any injury or illness that 

existed before the beginning of the Servicemember’s covered 

active duty that was aggravated by service in the line of duty on 

covered active duty. 

(ii) A veteran of the regular Armed Forces, National Guard or 

Reserves will be considered a covered Servicemember for 

purposes of this leave entitlement if: 

1. They are undergoing medical treatment, recuperation or 

therapy for a serious injury or illness that was incurred by 

or aggravated while on covered active duty in the Armed 

Forces, whether or not the illness or injury manifested 

itself before or after the member became a veteran; and 

2. They were a member of the Armed Forced, National 

Guard, or Reserves at any time during the five-year 

period before beginning the treatment, recuperation or 

therapy. 

b. An employee may take up to 26 workweeks of leave on a per 

Servicemember, per injury/illness basis during a 12-month period, 

beginning on the first day of leave. However, no more than 26 

workweeks of leave may be taken within any single 12-month period. 

c. “Next of kin” means the nearest blood relative other than the covered 

Servicemember’s spouse, parent or child designated by the 

Servicemember in the following order of priority: 

(i) A legal guardian or custodian; or 

(ii) A sibling, grandparent, aunt/uncle, or first cousin, unless the 

Servicemember has specifically designated in writing another 

blood relative as his/her nearest blood relative. 

 

III. FMLA definition of "a serious health condition" and “period of incapacity 

A. "Serious health condition" means an illness, injury, impairment, or physical or mental 

condition involving any of the following: 
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1. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential 

medical-care facility, including any period of incapacity; or 

2. Continuing treatment by a HCP which includes: 

a. A period of incapacity lasting more than three consecutive, full calendar 

days, and any subsequent treatment or period of incapacity relating to 

the same condition that also includes: 

(i) Treatment two or more times by or under the supervision of a 

HCP (i.e., in-person visits, the first within seven days and both 

within 30 days of the first day of incapacity); or 

(ii) Treatment on at least one occasion by a HCP (i.e., an in-person visit 

within seven days of the first day of incapacity) with a continuing 

regimen of treatment. (e.g., prescription medication, physical therapy) 

b. Any period of incapacity related to pregnancy or for prenatal care. A visit 

to the HCP is not necessary for each absence; or 

c. Any period of incapacity or treatment for a chronic serious health 

condition which continues over an extended period of time, requires 

periodic visits (at least twice a year) to a HCP, and may involve episodic 

rather than a continuing period of incapacity (e.g., asthma, diabetes, 

epilepsy, etc.). A visit to a HCP is not necessary for each absence; or 

d. A period of incapacity that is permanent or long-term due to a condition 

for which treatment may not be effective (e.g., Alzheimer’s, severe stroke, 

or terminal stages of a disease). Only supervision by a HCP is required, 

rather than active treatment; or 

e. Any absences to receive multiple treatments, including any period of 

recovery therefrom, for restorative surgery after an accident or other 

injury; or, for a condition that would likely result in a period of incapacity 

of more than 3 days if not treated. 

B. “Period of incapacity” means an inability to work, attend school or perform other regular 

daily activities due to the serious health condition, treatment or recovery. 

C. Absences due to pregnancy or prenatal care, or chronic conditions as specified above, 

fall within FMLA even if no treatment from a HCP is received, and even if the absence 

does not last more than three consecutive, full calendar days. 

 

IV. Determination of the 12 Workweek/26 Workweek Periods 

A. Limitations on Length and Duration 
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1. Eligible employees are entitled to up to a total of 12 workweeks of leave for 

family or medical leave, and for a qualifying exigency under Servicemember 

leave; and, up to 26 workweeks of leave to care for a Servicemember with an 

injury or illness during a 12-month period. 

a. The initial 12-month period starts on the date the employee's FMLA 

leave first begins. 

b. A new 12- month period would begin the first time FMLA leave is taken 

after completion of any previous 12-month period. 

(i) For example, an employee who first uses FMLA leave on October 

7, 2008, would have their 12-month period begin on that date 

and continue through October 6, 2009. 

(ii) If this employee subsequently needed to use FMLA leave starting 

on December 2, 2009, a new 12-month period would be 

established from that date forward through December 1, 2010. 

2. A holiday that occurs within the week taken as FMLA leave has no effect; the 

week is counted as a week of FMLA leave. 

a. Exception: If the institution/System Office is temporarily closed for work 

for 1 or more weeks (e.g., closing for the Christmas/New Year holiday, 

summer breaks), those days do not count as FMLA leave. 

b. If the employee takes intermittent leave, the holiday is not counted 

unless the employee would have been scheduled to work the holiday. 

3. Overtime hours. If the employee is normally scheduled to work overtime but is 

unable to do so because of a serious health condition, the overtime missed may 

be counted as FMLA leave. 

a. For example, if an employee would normally be required to work 48 

hours in a particular week, but due to a serious health condition the 

employee is unable to work more than 40 hours that week, the employee 

would utilize 8 hours of FMLA protected leave. 

b. Voluntary overtime hours that an employee does not work due to a 

serious health condition may not be counted against the employee’s 

FMLA leave entitlement. 

4. Part-time employees receive FMLA leave on a pro rata or proportional basis. 
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5. If an employee’s schedule varies from week to week, a weekly average of the 

hours worked over the 12 workweeks prior to the beginning of the leave period 

would be used for calculating the employee’s normal workweek. 

B. Leave entitlement for the birth of a child or for adoption or foster care placement of a 

child expires at the end of the 12-month period beginning on the date of the birth or 

placement. FMLA leave for these reasons must be concluded within this time period. 

C. Leave to care for an injured or ill Servicemember is to be applied on a per-covered 

Servicemember, per-injury basis such that an eligible employee may be entitled to take 

more than one period of 26 workweeks of leave if the leave is to care for different 

covered Servicemember’s or to care for the same Servicemember with a subsequent 

serious injury or illness.  However, no more than 26 workweeks of leave may be taken 

within any single 12-month period. 

D. FMLA leave limitations when both spouses are State employees. 

1. Spouses who are both employees of the State are limited to a combined total of 

12 workweeks of FMLA leave during a 12-month period if the leave is taken for 

the following reasons: 

a. Birth of a child or for care of the child after birth; or 

b. Adoptive or foster care placement of a son or a daughter or for care of 

the child after placement; or 

c. To care for a parent with a serious health condition. 

d. However, each employee would be entitled to take 12 workweeks of 

FMLA leave to care for a child, including a newborn, with a serious health 

condition. 

2. In situations where both the husband and wife use a portion of FMLA leave for 

one of the reasons listed in the previous paragraph, each spouse is entitled to 

the difference between the amount each has taken individually and 12 

workweeks of FMLA leave for reasons other than those listed. 

a. For example, if both spouses use 6 workweeks of leave for the birth of a 

child, each could take an additional 6 workweeks of leave for personal 

illness, or to care for a family member with a serious health condition. 

b. In situations where FMLA leave is not taken due to birth, adoption, or 

foster care, or to care for a parent during a given year, each spouse is 

entitled to full 12 workweeks of leave. 
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c. Additionally, each employee would be entitled to take 12 workweeks of 

FMLA leave to care for a newborn child or child if that child has a serious 

health condition. 

3. If one spouse is ineligible for FMLA leave, the spouse who meets the eligibility 

requirement is entitled to 12 workweeks of FMLA leave. 

4. Servicemember Leave. The aggregate number of workweeks of leave to which 

both the husband and wife may be entitled is limited to 26 workweeks during a 

12-month period. 

 

E. Use of an intermittent or reduced leave schedule. 

1. "Intermittent Leave" is leave taken in separate blocks of time due to a single 

qualifying reason and may include leave periods from an hour to several weeks. 

A "reduced leave schedule" reduces an employee's usual number of working 

hours per work-day or work-week. 

2. An employee may take intermittent FMLA leave or have a reduced leave 

schedule over a 12-month time period when medically necessary for: 

a. Planned and/or unanticipated medical treatment of a serious health 

condition by or under the supervision of a HCP; 

b. Recovery from the condition; 

c. Recovery from treatment of the condition; or 

d. To provide care to an immediate family member with a serious health 

condition. 

(i) Employees may not use intermittent FMLA leave following the 

birth of a child, or adoptive or foster care placement for any 

reason other than medical necessity. 

3. Intermittent leave or a reduced schedule may also be used for absences where 

the employee or family member is incapacitated or unable to perform the 

position's essential functions due to a chronic serious health condition even if 

treatment is not rendered by a HCP. 

4. If an employee requests intermittent leave or leave resulting in a reduced work 

schedule, the employer may require that the employee transfer temporarily to 

another position for which the employee is qualified and which better 

accommodates the employee's need for recurring leave periods. 
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a. Transfer to an alternative position may include altering an existing job to 

better accommodate the employee's need for intermittent or reduced 

leave. 

b. This temporary position must have equivalent pay and benefits, but need 

not have equivalent duties. 

c. For information regarding benefits (e.g., insurance and longevity) not 

ordinarily provided to part-time employees that may not be eliminated, 

see Section XVIII. 

d. An employee may not be transferred to an alternative position in an 

effort to discourage use of FMLA leave or otherwise work a hardship on 

the employee (e.g., a day-shift employee may not be reassigned to a 

later shift). 

e. When an employee who transferred to an alternative position is able to 

return to full-time work, they shall be placed in the same or equivalent 

position as the job held when the leave commenced. 

f. An employee cannot be required to take more FMLA leave than the 

circumstance for the leave requires. 

5. The College must account for intermittent or reduced leave using an increment 

no greater than the shortest period of time that is used to account for use of 

other forms of leave, provided that it is not greater than one hour and provided 

further that an employee’s FMLA leave entitlement may not be reduced by more 

than the amount of leave actually taken. 

 

V. Employee Notice Requirements 

A. General 

1. An employee giving notice of the need for FMLA leave does not need to 

expressly assert rights under the Act or even mention the FMLA to meet the 

obligation to provide notice though the employee would need to state a 

qualifying reason for the needed leave and otherwise satisfy the notice 

requirements. 

2. However, if the employee fails to explain the reasons for the leave, the request 

may be denied. 

B. Foreseeable leave 

1. Timing of notice 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-02-01 Sick Leave  PAGE 12 of 33 

 

a. The employee must provide at least 30 days advance notice before the 

leave is to begin, or if 30 days is not practicable, as soon thereafter as 

possible. The College may require the employee to explain the reasons 

why notice was not given at least 30 days prior to the leave. 

b. Notice need be given only once but the employee shall advise the 

College as soon as practicable if dates of scheduled leave change or are 

extended, or were initially unknown. 

2. Content of notice 

a. An employee shall provide at least verbal notice sufficient to make the 

College aware that the employee needs FMLA qualifying leave, and the 

anticipated timing and duration of the leave. 

b. The College may request medical certification to support the need for 

the leave to determine if the condition qualifies as a serious health 

condition.  The College may request certification to support the need for 

leave for a qualifying exigency or for military caregiver leave. 

c. An employee has an obligation to respond to the College’s questions 

designed to determine whether an absence is potentially 

FMLA qualifying.  Failure to respond to reasonable College inquiries may 

result in denial of FMLA protection if the College is unable to determine 

whether the leave is FMLA qualifying. 

d. The College may require an employee to comply with the College’s usual 

and customary notice and procedural requirements for requesting leave, 

absent unusual circumstances. 

3. Scheduling leave 

a. The employee must consult with the College and make a reasonable 

effort to schedule planned medical treatments so as not to unduly 

disrupt the employer’s operations subject to the approval of the HCP. 

b. Intermittent leave or leave on a reduced schedule must be medically 

necessary due to a serious health condition, injury or illness. The 

employee and the College shall attempt to work out a schedule for such 

leave that meets the employee’s needs without unduly disrupting the 

College’s operation, subject to the approval of the health care provider. 

 

C. Unforeseeable Leave 
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1. Timing of notice 

a. An employee must provide notice as soon as practicable under the facts 

and circumstances of the case. 

b. Notice may be given by the employee’s spokesperson if the employee is 

unable to do so personally. 

2. Content of notice 

a. An employee shall provide sufficient information for the College to 

reasonably determine whether the FMLA may apply to the leave request, 

and the anticipated duration of the absence. 

b. Calling in sick without providing more information will not be considered 

sufficient notice to trigger the College’s obligations under the FMLA. The 

College may obtain any additional required information by contacting 

the employee or the employee’s spokesperson through informal means. 

c. The employee has an obligation to respond to the College’s questions 

designed to determine whether an absence is potentially 

FMLA qualifying. Failure to respond to reasonable College inquires may 

result in denial of FMLA protection if the College is unable to determine 

whether the leave is FMLA qualifying. 

d. The College may require an employee to comply with the College’s usual 

and customary notice and procedural requirements for requesting leave, 

absent unusual circumstances. 

e. If an employee requires emergency medical treatment, he/she would not 

be required to follow the call-in procedure until the condition is 

stabilized and he/she has access to, and is able to use, a phone. 

 

VI. Employer Notice Requirements 

A. Posting general notice 

1. The College is required to post, in conspicuous places, notices explaining the 

provisions of the FMLA. 

2. Electronic posting is sufficient. See the Department of Labor (DOL) Web site for a 

prototype notice. 

3. The DOL notice form may be used, or another format may be used so long as 

the information provided includes, at a minimum, all the information contained 

in the DOL notice. 
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B. If the College maintains an employee handbook or other document explaining 

employee benefits or leave rights, information concerning FMLA entitlement, and 

employer/employee responsibilities and obligations must be included. 

C. Eligibility notice 

1. When an employee requests FMLA leave or when the College acquires 

knowledge that an employee’s leave may be for an FMLA qualifying reason, the 

College must notify the employee of eligibility to take FMLA leave within 5 

business days, absent extenuating circumstances. 

2. If the employee is not eligible, the notice must state at least one reason why. 

3. Notification of eligibility may be oral or in writing and employers may use DOL 

forms to provide notice. 

D. Rights and responsibilities notice. 

1. The College must provide written notice detailing the specific expectations and 

obligations of the employee and explain any consequences of a failure to meet 

these obligations. 

2. This notice must be provided each time an eligibility notice is provided. 

3. The notice must, at minimum, include, as appropriate: 

a. That the leave may be designated and counted against the employee’s 

annual FMLA leave entitlement; 

b. Any requirements for the employee to furnish certification of a serious 

health condition, serious injury or illness, or qualifying exigency arising 

out of active duty or call to active duty status, and the consequences of 

failing to do so; 

c. That the College will substitute paid leave and the employee’s 

entitlement to take unpaid FMLA leave if they do not have sufficient 

accrued paid leave; 

d. Any requirement for the employee to make any premium payments to 

maintain health benefits and the arrangements for making such 

payments, and the possible consequences of failure to make such 

payments on a timely basis; 

e. The employee’s rights to maintenance of benefits during the FMLA leave 

and restoration to the same or an equivalent job upon return from FMLA 

leave; and, 
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f. The employee’s potential liability for payment of health insurance 

premiums paid by the College during the employee’s unpaid FMLA leave 

if the employee fails to return to work after taking FMLA leave. 

4. An employer may use the appropriate DOL form as the notice of rights and 

responsibilities. This notice may be distributed electronically so long as it 

otherwise meets the requirements of this section. 

E. Designation Notice 

1. When the College has enough information to determine whether the leave is 

being taken for an FMLA qualifying reason, the College must notify the 

employee whether the leave will be designated and counted as FMLA leave 

within 5 business days absent extenuating circumstances. 

a. At the time of designating the leave as FMLA leave; the College must 

indicate that paid leave will be utilized when the employee has 

accumulated leave balances. 

b. An employee with no accumulated sick or annual leave balances must 

take leave as unpaid, unless otherwise stipulated in other leave policies 

of the College. 

c. The leave policies of the College and the FMLA leave policies shall run 

concurrently and not consecutively. 

2. Only one notice of designation is required for each FMLA qualifying reason per 

applicable 12-month period, regardless of whether the leave taken due to the 

qualifying reason will be a continuous block of leave, or intermittent or reduced 

schedule leave. 

3. If the College determines that the leave will not be designated as 

FMA qualifying, the employee must be so notified. 

4. If the College will require the employee to present a fitness-for-duty certification 

to be restored to employment, the College must provide notice of such 

requirement with the designation notice. 

5. If the fitness-for-duty certification must address the employee’s ability to 

perform the essential functions of his/her position, the College must so indicate 

in the designation notice, and must include a list of the essential functions of the 

position. 
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6. The designation notice must be in writing and the appropriate DOL form may be 

used for this purpose. If the leave cannot be designated as FMLA leave, the 

notice may be in the form of a simple written statement. 

7. The College must notify the employee of the amount of leave counted against 

his/her FMLA leave entitlement. 

a. If the amount of leave needed is known at the time the leave is 

designated as FMLA leave, the College must notify the employee of the 

number of hours, days or weeks that will be counted against the 

employee’s FMLA leave entitlement in the designation notice. 

b. If it is not possible to provide this information, such as in the case of 

unforeseeable intermittent leave, the College must provide notice of the 

amount of leave counted against the employee’s FMLA leave entitlement 

at the request of the employee, but no more often than once in a 30-day 

period and only if FMLA leave was taken in that period. 

 

VII. Designation of FMLA Leave 

A. Employer responsibilities 

1. The decision to designate leave as FMLA qualifying must be based only on 

information received from the employee or the employee’s spokesperson. 

2. If the College does not have sufficient information about the reason for the use 

of leave, the College should inquire further of the employee or spokesman. 

3. The College must then provide the appropriate notice pursuant to the prior 

section. 

B. Employee responsibilities 

1. An employee giving notice of the need for FMLA leave does not need to 

expressly assert rights under the FMLA or even mention the FMLA to meet the 

obligation to provide notice, though they would need to state a qualifying 

reason for the needed leave and otherwise satisfy the notice requirements of 

Section V. 

2. If an employee fails to adequately explain the need for FMLA leave, the request 

may be denied. 

C. Retroactive designation. 

1. The employer may retroactively designate leave as FMLA leave with appropriate 

notice to the employee provided the employer’s failure to timely designate leave 
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does not cause harm or injury to the employee. 

 

VIII. Certification 

A. General 

1. A request for certification must be made in writing. 

2. The College should make a request for certification at the time the employee 

gives notice of the need for leave or within 5 business days thereafter; or, in the 

case of unforeseen leave, within 5 business days after the leave begins. 

3. The employee must provide the requested certification within 15 calendar days 

after the request unless it is not practicable under the particular circumstances to 

do so despite the employee’s diligent, good faith efforts. The employee is 

responsible for paying any costs associated with obtaining a certification or 

recertification, and any necessary clarification or authentication. 

4. If the employee does not provide a complete and sufficient certificate, the 

College must state in writing what additional information is necessary to make 

the certification complete and sufficient. If items on the certification are not filled 

in, or the information provided is vague, ambiguous or non-responsive, the 

certification may be considered incomplete. The employee must be allowed 7 

calendar days to cure any deficiencies. 

5. No information beyond that specified below in Section IX may be required to be 

provided. 

6. The employee may provide the College with an authorization, release or waiver 

allowing the College to communicate directly with the HCP, but the employee 

must not be required to do so. 

B. Consequences 

1. At the time the College requests certification, the employee must be advised 

that the FMLA leave request may be denied if the certification is incomplete or 

insufficient despite the opportunity to cure the deficiencies, or if the employee 

fails to provide any certification. 

2. It is the employee’s responsibility to furnish a complete and sufficient 

certification, or to furnish the HCP the necessary authorization to complete the 

certification. 

3. These principles apply whether the request is the initial certification, a 

recertification, a second or third opinion, or a fitness for duty certificate, 
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including any clarifications necessary to determine if such certifications are 

authentic and sufficient. 

 

IX. Certification of Serious Health Condition of Employee or a Covered Family Member 

A. Permissible information 

1. The name, address, telephone number and fax number of the HCP, and type of 

medical practice/specialization; 

2. The approximate date on which the serious health condition began, and its probable 

duration; 

3. A statement or description of appropriate medical facts regarding the patient’s 

health condition for which FMLA leave is requested. 

a. These facts must be sufficient to support the need for leave and may include 

information on symptoms, diagnosis, hospitalization, doctor visits, whether 

medication has been prescribed, any referrals for evaluation or treatment, or 

any other regimen of continuing treatment. 

4. If the employee is the patient, information sufficient to establish that they cannot 

perform the essential functions of his/her job, the nature of any other work 

restrictions; and, the likely duration of such inability. 

5. If the patient is a covered family member, information sufficient to establish that the 

family member is in need of care, and an estimate of the frequency and duration of 

the leave required to care for the family member. 

6. If the employee requests leave on an intermittent or reduced schedule basis for 

planned medical treatment for themselves, or a family member, information 

sufficient to establish the medical necessity and an estimate of the dates and 

duration of such treatments and any periods of recovery. 

7. If the employee requests leave on an intermittent or reduced schedule basis for a 

serious health condition, including pregnancy, that may result in unforeseeable 

episodes of incapacity, information sufficient to establish the medical necessity for 

such leave and an estimate of the frequency and duration of the episodes of 

incapacity. 

8. If the employee requests leave on an intermittent or reduced schedule basis to care 

for a covered family member, a statement that such leave is medically necessary to 

care for the family member which can include assisting in recovery, and an estimate 

of the frequency and duration of the required leave. 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-02-01 Sick Leave  PAGE 19 of 33 

 

B. The appropriate DOL form may be used to obtain information concerning the 

employee’s serious health condition or the serious health condition of a covered family 

member.  These forms may also be used if seeking second and third opinions. 

C. Workers’ compensation - If the employee is concurrently on FMLA leave and workers’ 

compensation leave, the FMLA does not prevent the College from following the workers’ 

compensation provisions in seeking information even if such would allow inquires 

beyond that allowed under the FMLA. Information received may be considered in 

determining the employee’s entitlement to FMLA protected leave. 

D. ADAAA - If the employee’s serious health condition may also be a disability pursuant to 

the ADAAA, the FMLA does not prevent the employer from following the procedures for 

requesting medical information under the ADAAA. Any information received may be 

considered in determining the employee’s entitlement to FMLA protected leave. 

E. Clarification and authentication of certification. 

1. If the employee submits an incomplete or insufficient certification signed by the 

HCP, the College may contact the HCP for purposes of clarification and 

authentication. 

a. The employee must first have been given 7 calendar days to cure the 

deficiency. 

b. The College may not ask for additional information beyond that required 

by the certification form as set out in Section IX.A. 

2. The employee must provide an authorization for the College to contact the HCP. 

3. A HCP, human resources professional, leave administrator or a management 

official may contact the HCP for clarification or authentication. Under no 

circumstances shall the employee’s direct supervisor contact the HCP. 

4. “Authentication” means providing the HCP with a copy of the certification and 

requesting verification that the information contained on the certification form 

was completed and/or authorized by the HCP who signed the document. 

5. “Clarification” means contacting the HCP to understand the handwriting on the 

medical certification or to understand the meaning of a response. 

6. It is the employee’s responsibility to provide a complete and sufficient certification 

and to clarify the certification if necessary. Failure to do so or failure to provide 

authorization to contact the HCP may result in the denial of FMLA leave. 

F. Second and Third Opinions 

1. Second opinion 
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a. If the College doubts the validity of a certification, the employee may be 

required to obtain a second opinion which shall be at the College’s 

expense. 

b. The College is permitted to designate the HCP but the HCP must not be 

employed on a regular basis by the College. 

2. Third opinion 

a. If the first and second opinions differ, the College may require the 

employee to obtain certification from a third HCP at the its expense. 

b. The third HCP must be designated or approved jointly by the College 

and the employee. 

c. The third opinion shall be final and binding. 

3. Pending receipt of a second or third opinion, the employee is provisionally 

entitled to the benefits of the FMLA, including maintenance of group health 

benefits. 

G. FMLA leave may be denied and the leave designated as paid or unpaid under the 

College’s established leave policies if: 

1. The certifications do not ultimately establish entitlement to FMLA leave; or, 

2. The employee fails to provide authorization for their HCP to release all relevant 

medical information pertaining to the serious health condition at issue if 

requested by the HCP designated to provide the second or third opinion. 

H. Recertification 

1. 30-day rule – The College may request recertification no more often than every 

30 days and only in connection with an absence by the employee, unless 

sections b or c apply. 

2. More than 30 days 

a. If the medical certification indicates the minimum duration of the 

condition is more than 30 days, an employer must wait until that 

minimum duration period expires before requesting a recertification. 

b. Notwithstanding the limitation set forth above, the College may request 

a recertification every 6 months in connection with an absence by the 

employee. 

3. Less than 30 days – The College may request certification in less than 30 days if: 

a. The employee requests an extension of leave; 
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b. Circumstances described by the previous certification have changed 

significantly (e.g., the duration or frequency of the absence, the nature or 

severity of the illness, or complications); or, 

c. The College receives information that casts doubt on the stated reason 

for the absence or the continuing validity of the certification. 

4. The employee must provide the recertification within the timeframe requested 

by the College which must allow no less than 15 calendar days. 

5. The College may ask for the same information as that permitted for the original 

certification, and the employee has the same obligation to participate and 

cooperate in providing a complete and sufficient certification. 

6. The College may provide the HCP with a record of the employee’s absence 

pattern and ask if the serious health condition and need for leave is consistent 

with such a pattern. 

7. Any recertification requested by the College may be at the employee’s expense. 

8. No second or third opinion on recertification may be required. 

 

X. Certification of Qualifying Exigency 

A. Active duty orders 

1. The first time an employee requests leave based on a qualifying exigency arising 

out of the active duty or call to active duty status of a covered military member, 

the College may require the employee to provide a copy of the covered military 

member's active duty orders or other documentation issued by the military that 

indicates that the covered military member is on active duty or call to active duty 

status in support of a contingency operation, and the dates of the active duty 

service. This information need only be provided once. 

2. A copy of new active duty orders or other documentation issued by the military 

shall be provided to the College if the need for leave because of a qualifying 

exigency arises out of a different active duty or call to active duty status of the 

same or a different covered military member. 

B. Required information - The College may require a certification from the employee that 

sets forth the following information: 

1. A statement or description, signed by the employee, of appropriate facts 

regarding the qualifying exigency, including the type of qualifying exigency and 

any documentation which supports the request for leave. 
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2. The approximate date(s) of the qualifying exigency. 

a. If the event is a single, continuous period of time, the beginning and end 

dates. 

b. If the leave request is for an intermittent or reduced schedule, an 

estimate of the frequency and duration of the qualifying exigency. 

3. If the event involves meeting with a third party, appropriate contact information 

for the third party, and a brief description of the purpose of the meeting. 

C. The appropriate DOL form may be used. No information beyond that specified may be 

required. 

D. Verification 

1. If the certification is complete and sufficient to support the request for leave, no 

additional information may be requested. 

2. However, if the qualifying exigency concerns meeting with a third party, the 

College may contact the third party to verify the nature and time of the meeting. 

3. The College may contact the Department of Defense to request verification that 

a covered military member is on active duty or call to active duty status. 

4. If verification occurs pursuant to either item a or b, no additional information 

may be requested and the employee’s permission is not required. 

 

XI. Certification for Servicemember (Military Caregiver) Leave 

A. Required information from HCP – The College may require an employee to obtain a 

certification completed by any one of the following: 

1. A United States Department of Defense (“DOD”) HCP; 

2. A United States Department of Veterans Affairs (“VA”) HCP; 

3. A DOD TRICARE network authorized private HCP; 

4. A DOD non-network TRICARE authorized private HCP. 

B. If the authorized HCP is unable to make certain military-related determinations specified 

below, the authorized HCP may rely on determinations from an authorized DOD 

representative. The College may request that the HCP provide the following information: 

1. The name, address and appropriate contact information (telephone number, fax 

number, and/or email address) of the HCP, the type of medical practice, the 

medical specialty, and whether the health care provider is one of the following: 
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a. A DOD HCP; 

b. A VA HCP; 

c. A DOD TRICARE network authorized private HCP; or 

d. A DOD non-network TRICARE authorized private HCP. 

2. Whether the covered Servicemember’s injury or illness was incurred in the line of 

duty on active duty. 

3. The approximate date on which the serious injury or illness began and its 

probable duration. 

4. A statement or description of appropriate medical facts regarding the covered 

Servicemember’s health condition for which FMLA leave is requested. 

a. These facts must include information on whether the injury or illness may 

render the covered Servicemember medically unfit to perform the duties 

of the Servicemember’s office, grade, rank or rating and whether the 

member is receiving medical treatment, recuperation or therapy. 

5. Information sufficient to establish that the covered Servicemember is in need of 

care and whether they will need care for a single continuous period of time, 

including any time for treatment and recovery, and an estimate as to the 

beginning and ending dates for this period of time. 

6. If intermittent or reduced schedule leave is requested for planned medical 

treatment appointments, whether there is a medical necessity for the covered 

Servicemember to have such periodic care and an estimate of the treatment 

schedule of such appointments. 

7. If intermittent or reduced schedule leave is requested for other than planned 

medical treatment (e.g., episodic flare-ups of a medical condition), whether there 

is a medical necessity to have such periodic care, which can include assisting the 

covered Servicemember’s recovery, and an estimate of the frequency and 

duration of the periodic care. 

C. The College may also ask the employee and/or the covered Servicemember to include 

the following information in the certification: 

1. The name and address of the employer of the employee requesting leave to care 

for a covered Servicemember, the name of the employee requesting such leave, 

and the name of the covered Servicemember for whom the employee is 

requesting leave to care. 

2. The relationship of the employee to the covered Servicemember. 
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3. Whether the covered Servicemember is a member of the Armed Forces, the 

National Guard or Reserves; and their military branch, rank and current unit 

assignment. 

4. Whether the covered Servicemember is assigned to a military medical facility as 

an outpatient or to a unit established for the purpose of providing command 

and control of members of the Armed Forces receiving medical care as 

outpatients, and the name of the medical treatment facility or unit. 

5. Whether the covered Servicemember is on the temporary disability retired list. 

6. A description of the care to be provided and an estimate of the leave needed to 

provide the care. 

D. The appropriate DOL form may be used to obtain certification that meets the FMLA’s 

requirements. 

1. No information may be required beyond that specified on the certification. 

2. Authentication and/or clarification of the certification may be sought. 

3. Second and third opinions and recertification are not permitted. 

4. Confirmation of covered family relationship to the covered Service member may 

be required. 

E. Invitational travel order (“ITO”) or invitational travel authorization (“ITA”). 

1. The College must accept an ITO or an ITA as sufficient certification to allow 

FMLA leave.  No additional or separate certification may be required. 

2. If leave is needed beyond the period specified in the ITO/ITA, the College may 

request certification from one of the authorized HCPs listed in B.a. 

3. The College may seek authentication and clarification of the ITO/ITA.  The 

College may not seek a second or third opinion, or a recertification during the 

period of time in which leave is supported by an ITO/ITA. 

4. The College may require an employee to provide confirmation of covered family 

relationship to the covered Servicemember. 

 

XII. Intent to Return to Work 

A. The College may require an employee on FMLA leave to report periodically on their 

status and intent to return to work. 

B. If an employee gives an unequivocal notice of intent not to return to work, the College’s 

obligations under FMLA to maintain health benefits and to restore the employee cease. 
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1. However, these obligations continue if the employee indicates they may be 

unable to return to work but expresses a continuing desire to do so. 

C. An employee may need more leave than initially requested or the employee may not 

need as much leave as initially requested. 

1. In the latter instance, the employee may not be required to take more FMLA 

leave than necessary to resolve the circumstance that precipitated the need for 

leave. 

2. The College may require the employee to provide reasonable notice (i.e., within 

two business days) of the changed circumstances where foreseeable. 

3. The College may also obtain information on such changed circumstances 

through requested status reports. 

 

XIII. Fitness-for-Duty Certification 

A. As a condition for restoring an employee whose own serious health condition required 

FMLA leave, the College may impose a uniformly-applied policy or practice that requires 

all similarly-situated employees to provide certification from their HCPs that the 

employee is able to resume work. 

B. The fitness-for-duty certification may only pertain to the specific health condition that 

required FMLA leave. 

C. The certification must state that the employee is able to resume work. 

1. Additionally, the College may require the certification to specifically address the 

employee’s ability to perform the essential functions of their job. 

2. In order to do so, the College must provide the employee with a list of the 

essential functions of the job no later than with the designation notice. 

3. The designation notice must indicate that the certification must address the 

employee’s ability to perform those essential functions. 

D. Authentication and/or clarification of the certification is allowed. However, the 

employee’s return to work may not be delayed while contact with the HCP is being 

made. 

E. No second or third opinions may be required. 

F. The cost of a return-to-work certification shall be borne by the employee. 
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G. Restoration may be delayed until the employee submits a required fitness-for-duty 

certification if the College has provided notice of the need for such in the designation 

notice. 

H. If a fitness-for-duty certification is required, an employee who does not provide such or who 

does not request additional FMLA leave is no longer entitled to reinstatement under the 

FMLA. 

I. Return from intermittent or reduced schedule leave. 

1. The College may not require a new certification after each absence if the 

employee is on intermittent or reduced scheduled leave. 

2. However, an employer is entitled to a certification for such absences up to once 

every 30 days if reasonable safety concerns exist regarding the employee’s 

ability to perform his/her duties, based on the serious health condition for which 

leave was taken. 

a. “Reasonable safety concerns” means a reasonable belief of significant 

risk of harm to the individual employee or others. 

b. The nature and severity of the potential harm, and the likelihood that 

potential harm will occur must be considered in making this 

determination. 

3. The College must inform the employee at the time the designation notice is 

issued that for each subsequent instance of intermittent or reduced schedule 

leave, the employee will be required to submit a fitness-for-duty certification 

unless one has already been submitted within the past 30 days. 

4. An employee may not be terminated while awaiting such a certification. 

J. If an employee’s serious health condition may also be a disability under the ADAAA, the 

FMLA does not prevent the College from following the procedures for requesting 

medical information under the ADAAA. 

 

XIV. Failure to Provide Certification 

A. Foreseeable leave 

1. If the employee fails to provide certification in a timely manner, FMLA coverage 

may be denied until certification is provided. 

B. Unforeseeable leave 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-02-01 Sick Leave  PAGE 27 of 33 

 

1. FMLA coverage may be denied if the employee fails to provide a certification 

within 15 calendar days from receipt of the request for certification unless not 

practicable due to extenuating circumstances. 

a. Absent those circumstances, if the employee fails to timely return the 

certification, FMLA protections can be denied following expiration of the 

15-day time period until a sufficient certification is provided. 

b. If the employee never produces the certification, the leave is not FMLA 

leave. 

C. Recertification 

1. An employee must provide recertification within the time requested by the 

College (which must allow at least 15 calendar days after the request) or as soon 

as practicable under the particular facts and circumstances. 

a. Failure to do so may result in denial of continuation of FMLA leave 

protections until a sufficient recertification is produced. 

b. If one is never provided, the leave is not FMLA. 

2. Recertification does not apply to leave taken for a qualifying exigency or to care 

for a covered Service member. 

D. Fitness-for-duty 

1. The employee must provide medical certification at the time they 

seek reinstatement if such is requested pursuant to the College’s policy or 

practice, if the College provided the required notice. 

2. If the employee fails to do so, restoration may be delayed until the certification 

is provided. 

3. Unless the employee provides either a fitness-for-duty certification or a new 

medical certification for a serious health condition at the time FMLA leave is 

concluded, the employee may be terminated. 

 

XV. Job Restoration 

A. Right to Reinstatement 

1. Upon returning from FMLA leave, an employee must be restored to his/her 

original position or to an equivalent position. 



 

  

 

 
PERSONNEL 

________________________________________________________________________________________ 

05-02-01 Sick Leave  PAGE 28 of 33 

 

a. An equivalent position is one that is virtually identical to the former 

position in terms of pay, benefits and working conditions, including 

privileges, perquisites and status. 

b. This involves restoration to a position having the same or substantially 

similar duties and responsibilities and having substantially equivalent 

skill, effort, responsibility and authority. 

c. An employee is entitled to such reinstatement even if the employee has 

been replaced or the employee’s position has been restructured to 

accommodate the employee’s absence. 

d. This applies only to employees returning from FMLA leave and may not 

apply to employees who used additional leave beyond the 12/26 

workweek FMLA entitlement, as provided in other leave policies of the 

College. 

2. An employee returning from FMLA leave is entitled to any general or 

unconditional pay increases that all other employees have received during the 

period the employee was on leave. 

3. An employee is entitled to shift or work schedule assignments equivalent to 

those in effect prior to the beginning of the leave period and to the same or a 

geographically proximate work location where previously employed. 

4. If an employee is no longer qualified for the position because of the employee's 

inability to attend a necessary course, renew a license, etc., as a result of the 

leave, the employee shall be given a reasonable opportunity to fulfill those 

conditions upon return to work. 

B. Limitations on Reinstatement 

1. An employee has no greater right to reinstatement or to other benefits and 

conditions of employment than if the employee had been continuously 

employed during the FMLA leave period. 

a. Thus, if a work location is closed, a shift eliminated, overall work hours 

for an entire unit reduced, or positions abolished through a reduction in 

force, the employee is only entitled to conditions that would have been 

in effect for the employee if the leave had never been taken. 

(i) For example, if an employee's shift is eliminated during the time 

period that leave was taken, the employee is not entitled to 

assignment to the previous shift's work hours or to shift 
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differential pay when returning from leave that other employees 

formerly on the shift no longer receive. 

b. However, the employee is entitled to employment in a position meeting 

all other previous employment conditions. 

c. The College must be able to show that he/she would not otherwise have 

been employed at the time reinstatement is requested in order to deny 

restoration to employment. 

2. If an employee can no longer perform an essential function of the position 

because of a physical or mental condition, including the continuation of a 

serious health condition or an injury or illness also covered by workers’ 

compensation, the employee has no right to restoration to another position 

under the FMLA. 

a. However, the provisions of the ADAAA may apply. Such cases should be 

referred to the Office of Human Resource’s ADAAA coordinator. 

3. If an employee should require more or less FMLA leave than was originally 

anticipated, the employee is required to provide the College 2 business days’ 

notice where feasible. 

a. Regarding an employee who wants to return to work earlier than 

anticipated, the employee shall be restored once such notice is given, or 

where such notice is not feasible. 

4. In situations where an employee notifies the College that he/she is not returning 

to work, the obligation to restore the employee to a position ends. 

a. Should the employee indicate he/she is unable to return to work but 

continues to want to return, restoration requirements remain in effect. 

5. If an employee was hired for a specific term or only to perform work on a 

discrete project, the College has no obligation to restore the employee if the 

employment term or project is over and the College would not otherwise have 

continued to employ the employee. 

 

XVI. Prohibition against Interfering with Employee Rights 

A. FMLA prohibits interference with an employee’s rights under the law, and with legal 

proceedings or inquiries relating to an employee’s rights. 
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B. “Interfering with” the exercise of an employee’s rights would include, for example, not 

only refusing to authorize FMLA leave, but discouraging an employee from using such 

leave. 

C. FMLA’s prohibition against interference prohibits an employer from discriminating or 

retaliating against an employee or prospective employee for having exercised or 

attempted to exercise FMLA rights. 

D. Employees cannot waive, nor may employers induce employees to waive, their 

prospective rights under the FMLA. 

E. This does not prevent the settlement or release of FMLA claims by employees based on 

past employer conduct without the approval of the Department of Labor or a court. 

 

XVII. Recordkeeping 

A. Records must be made, kept and preserved in accordance with the recordkeeping 

requirements of the Fair Labor Standards Act. 

1. The records must be kept for no less than 3 years and made available for 

inspection, copying and transcription by representatives of the Department of 

Labor upon request. 

B. Required records: 

1. Basic payroll and identifying employee data. 

2. Dates FMLA leave was taken. The leave must be designated in records as FMLA 

leave. 

3. The hours of leave taken, if less than in increments of a day. 

4. Employee notices provided to the employer and notices given to employees as 

required by the FMLA. 

5. Documents describing employee benefits or employer policies and practices 

regarding paid and unpaid leave. 

6. Premium payments of employee benefits. 

7. Records of any dispute between the employer and an eligible employee 

regarding designation of leave as FMLA leave. 

C. Confidential records 

1. Records and documents relating to certifications, recertification or medical 

histories of employees or their family members created for purposes of FMLA, 
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shall be maintained as confidential medical records in separate files, separate 

from the usual personnel files. 

2. If the ADAAA is also applicable, such records shall be maintained in conformance 

with ADAAA confidentially requirements. 

 

XVIII. Impact of FMLA Leave on Health Insurance and Other Benefits 

A. Insurance Coverage 

1. For the duration of FMLA leave, the College is required to maintain an 

employee's health coverage under the State Group Insurance Plan under the 

same conditions coverage would have been provided if the employee had 

continued working. 

a. It is very important that the College communicate approval of FMLA 

leave to the insurance preparer. 

2. The same health benefits provided to an employee prior to taking FMLA leave 

must be maintained during the FMLA leave. 

a. For example, if family coverage is provided to an employee, family 

coverage must be maintained during the FMLA leave. 

b. Moreover, an employee temporarily working a reduced schedule (for 

purposes of this section, less than 30 hours per week) during a period of 

FMLA leave is entitled to maintain the same insurance coverage(s) that 

were in effect prior to the FMLA leave period. 

3. If the College provides a new health plan or benefits, or changes health benefits 

or plans while an employee is on FMLA leave, the employee is entitled to the 

new or changed plan/benefits to the same extent as if the employee were not on 

leave. 

a. For example, if the College changes a group health plan so that dental 

care becomes covered under the plan, an employee on FMLA leave must 

be given the same opportunity as other employees to receive (or obtain) 

the dental care coverage. 

4. Notice of any opportunity to change plans or benefits must also be given to an 

employee on FMLA leave. 

a. If the plan permits an employee to change from single to family 

coverage upon the birth of a child or otherwise add new family 
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members, such a change in benefits must be made available while an 

employee is on FMLA leave. 

b. If the employee requests the changed coverage it must be provided by 

the College. 

5. The College is responsible for advising the employee of the options to continue 

or discontinue insurance coverage(s) prior to the beginning of the leave period. 

a. If the employee elects to continue insurance coverage(s), the College 

must provide the employee with written notice of the terms and 

conditions under which premiums must be paid. 

6. If coverage is not to be continued, the employee must contact the insurance 

preparer prior to the beginning of the leave. 

a. When an employee returns from leave, the employee is entitled to be 

automatically reinstated on the same terms as prior to taking the leave, 

including family or dependent coverage, without any qualifying period, 

physical examination, exclusion of pre-existing conditions, etc. 

7. To ensure that an employee on unpaid FMLA leave is reinstated with the same 

benefits in effect prior to the leave period, the College shall pay the employer as 

well as any employee portion of premiums which has not been remitted. 

Premiums paid on behalf of the employee will be deducted from the employee's 

paycheck following their return to work. 

8. For purposes of determining insurance premium payment responsibilities, an 

employee is deemed to have returned to work if they have returned for 30 

calendar days. 

a. An employee who retires immediately following FMLA leave or during 

the first 30 days after returning to work is also deemed to have returned 

to work. 

b. If the employee fails to return to work or does not stay 30 calendar days, 

the employer portion of the insurance premium paid during FMLA leave 

may be recovered except for the following reasons: 

(i) The continuation, recurrence or onset of a serious health 

condition which would entitle the employee to leave under FMLA; 

or 

(ii) Other circumstances beyond the employee's control, such as an 

unexpected transfer of the employee's spouse to a job location 
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more than 75 miles from the employee's worksite or the lay-off of 

the employee while on leave. 

9. If the employee fails to return to work due to a serious health condition, the 

College may require medical certification of the employee's or the family 

member's serious health condition. 

10. The employer portion of the health premium may not be recovered during 

workers' compensation leave designated as FMLA leave. 

B. Longevity 

1. An employee on FMLA leave, paid or unpaid, shall receive longevity in 

accordance with the provisions of TBR Guideline P-120 Longevity Pay. 

2. The employer may not eliminate benefits which otherwise would not be 

provided to part-time employees. 

3. Therefore, an employee who has been temporarily transferred to a part-time 

position during a period of FMLA leave retains eligibility for longevity pay 

regardless of the percentage of employment. 

C. Leave Accrual 

1. Employees shall accrue leave in accordance with the annual and sick leave 

policies. 

2. Due to the fact that leave is based on the number of hours worked per week, the 

accrual rate may be proportionately reduced. 

 

SOURCES 

• T.C.A. §§ 49-8-203 Powers and Duties 

• All Federal and State statutes, codes, Acts, rules and regulations referenced in this policy 

 

RELATED POLICIES  

• TBR Guideline P-120 Longevity Pay 

 

 

Approved by NSCC Cabinet 2/14/22 

https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=1f345760-e925-46dc-a28c-f8ca1f8cdd98&config=025054JABlOTJjNmIyNi0wYjI0LTRjZGEtYWE5ZC0zNGFhOWNhMjFlNDgKAFBvZENhdGFsb2cDFQ14bX2GfyBTaI9WcPX5&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A4X09-GD60-R03P-23DK-00008-00&pdcontentcomponentid=234179&pdteaserkey=sr0&pditab=allpods&ecomp=vss_kkk&earg=sr0&prid=d66f51b9-5967-42c6-95ee-34c802ef2342
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PERSONNEL POLICY 
Leave of Absence Policy  

Policy 05-02-03 
 
 

 
 
PURPOSE 
The purpose of this policy is to establish the criteria and process regarding leaves of absence for employees at 
Nashville State Community College (“College”). 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Introduction 

A. It is the policy of the College to provide approved, unpaid time off to regular employees due to 
reasons of illness or injury, or disability of an employee who has insufficient accumulated annual 
and/or sick leave, leave for educational purposes and leave for justifiable personal reasons. (Refer to 
College Policy 5.02.04, Parental Leave) 

II. Leave of Absence 

A. Leave of absence as referred to in this policy shall include any period of administrative leave with pay 
up to a maximum of 90 days, pending an institutional review or investigation, or leave in a non-pay 
status or athletic competition leave as defined below. 

B. Administrative leave with pay must be approved by the President following review by the Office of 
Human Resources. 

C. Leave of absence shall be granted for any period (which may exceed one (1) year) when an employee 
transfers to another TBR institution or to the Board's system office and requests to be placed on leave 
of absence.  

D. Leave of absence without pay, not to exceed one (1) year, may be granted for justifiable absences 
wherein it is not desirable to terminate the employee.  All requests for leave of absence without pay 
must be submitted to the Office of Human Resources. 

E. Factors to be considered in determining whether it is desirable to not terminate the employee and to 
approve leave of absence without pay include whether; 

1. There are extraordinary circumstances present that justify keeping a position open or vacant and 
preserving it for that employee; 

2. It is, objectively and from a business standpoint, in the institution’s best interest to retain the 
employee because of demonstrated contributions to the department; and 

3. The employee performs a unique service or has unique qualifications that are required for the 
position. 

F. Such leave must be approved by the President, following review by the Office of Human Resources, 
and any additional leave must be approved by the Chancellor upon the recommendation of the 
President. 
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G. Employees who request an unpaid leave of absence due to a Family and Medical Leave Act (FMLA) 
qualifying event shall have their leaves processed in accordance with the provisions of the Family, 
Medical and Servicemember Leave, Policy 5.02.02, regarding eligibility, continuation of insurance 
coverage, maximum leave period for parents who are both State employees, etc. 

H. If an employee is not eligible for FMLA leave or the period of the leave exceeds the FMLA maximum, 
the remaining balance of the leave shall be processed in accordance with the provisions of this policy. 

I. In addition, an employee who is on an unpaid leave of absence which does not qualify as FMLA leave 
shall be responsible for paying both the employee and employer portion of insurance premiums. 

J. While on leave of absence for educational purposes or other justifiable personal reasons other than 
non-qualifying FMLA leave, illness, injury, or disability, an employee retains accumulated annual and 
sick leave but does not earn or accrue additional annual or sick leave. In addition, an employee on 
leave of absence is not entitled to compensation for official holidays occurring within the leave period. 

1. An employee who has qualified for Workers' Compensation may retain accumulated annual and 
sick leave. 

K. In addition to the previously defined leave of absence policy, pursuant to T.C.A. § 8-50-1102, public 
employees who qualify as members of a United States team for athletic competition, on the world, 
Pan-American or Olympic level in a sport contest in either Pan-American or Olympic competitions are 
eligible to request a leave of absence with or without pay for the purpose of preparing for and 
engaging in the competitions just described. 

1. Team is defined as meaning any group leader, coach, official, or athlete who comprises the 
official delegation of the United States to World, Pan-American, or Olympic competition. 

2. In no event shall the total of all such leave exceed the period of the official training camp and 
competition combined plus a reasonable amount of travel or 90 calendar days a year whichever 
is less. 

3. The granting of leave under this section shall be discretionary with the public employer. 

4. In order to qualify for athletic competition leave, a public employee must: 

a. Be actively working for the public employer from whom the leave is requested at the time 
the request is made; 

b. Request such leave of absence a reasonable period prior to the date the public employee 
wishes the leave to commence; 

c. At the time of the request, the employee shall provide the employer with the actual or 
anticipated dates of the competition, the dates of the official training camp and specify 
the total number of leave days that will be necessary in order for the public employee to 
participate; 

d. The public employee must provide satisfactory evidence of qualification and selection for 
participation. 

L. An employee of a TBR institution who is a member of the United States Air Force Auxiliary Civil Air 
Patrol who participates in a training program for the civil air patrol, or in emergency and disaster 
services, shall be entitled to a leave of absence with pay for a period of not more than fifteen (15) 
days during a calendar year for such purposes if the leave of absence is at the request of the 
employee’s wing commander or the wing commander’s designated representative. 

1. Any leave of absence pursuant to this section shall be in addition to any other leave of the 
employee. 
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2. All other rights and benefits of the employee, including seniority rights, insurance benefits, 
health insurance benefits, creditable service and all other such rights and benefits, shall continue. 

3. The employee may be granted leave pursuant to the provisions of this Act with or without pay 
subject to the complete discretion of the employer. 

4. If leave of absence under this Chapter is granted with pay, the employee retains accumulated 
annual and sick leave and continues to earn or accrue additional annual and sick leave. 

5. The employee is also entitled to compensation for official holidays occurring within the leave 
period. 

6. If the leave is granted without pay, an employee retains accumulated annual and sick leave, but 
does not earn or accrue additional annual or sick leave. 

7. The employee on leave of absence without pay is not entitled to compensation for official 
holidays occurring within the leave period. 

8. The president of the institution must approve the request. 

 
SOURCES 
T.C.A. § 49-8-203; T.C.A. § 8-50-1102 
 
RELATED POLICIES  
College Policies 05-02-02 and 05-02-04  
 
 
Approved by President’s Cabinet 2/14/22 
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PERSONNEL POLICY 
Parental Leave Policy 

Policy 05-02-04 
 
 

 
 
PURPOSE 
It is the policy Nashville State Community College (“College”) to provide a period of up to four (4) months of 
leave to eligible employees for adoption, pregnancy, childbirth and nursing the infant, where applicable, in 
accordance with T.C.A. § 4-21-408.  With regard to adoption, the four (4) month period shall begin at the time 
the employee receives custody of the child. 
 
DEFINITIONS 
N/A 
 

POLICY/GUIDELINE 

I. Eligibility 

A. Employees who have been employed by the State for at least twelve (12) consecutive months as full-
time employees, as determined by the employer at the job site or location, are eligible for this leave. 

B. Subsequent references within this policy to an employee shall assume eligibility of that individual. 

II. Relevant Policies 

A. Upon receipt of a written request for parental leave, the Office of Human Resources will process the 
request in accordance with the provisions of this policy and the employee’s eligibility for leave under 
Nashville State Policy 05.02.02. Reference may also need to be made to Nashville State Policies 
05.02.01, 05.02.03 and 05.01.00. 

III. Notice; Employment Rights and Benefits; Reinstatement 

A. Employees who give at least three (3) months advance notice to the College of their anticipated date 
of departure for such leave, their length of leave, and their intention to return to full-time employment 
after leave, shall be restored to their previous or similar positions with the same status, pay, length of 
service credit and seniority, wherever applicable, as of the date of their leave. 

B. Employees who are prevented from giving three (3) months advance notice because of a medical 
emergency which necessitates that leave begins earlier than originally anticipated shall not forfeit 
their rights and benefits under this policy solely because of their failure to give three (3) months 
advance notice. 

C. Employees who are prevented from giving three (3) months advance notice because the notice of 
adoption was received less than three (3) months in advance shall not forfeit their rights and benefits 
under this policy solely because of their failure to give three (3) months advance notice. 

D. Leave will be granted as paid or unpaid pursuant to the policies of the Tennessee Board of Regents 
and the College. 

1. Such leave shall not affect the employees’ right to receive annual leave, sick leave, bonuses, 
advancement, seniority, length of service credit, benefits, plans or programs for which the 
employees were eligible at the date of their leave, and any other benefits or rights of their 
employment incident to the employees’ employment position. 
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2. However, the College need not provide for the cost of any benefits, plans or programs during 
the period of leave unless such it so provides for all employees on leaves of absence. 

E. If an employee’s job position is so unique that the College cannot, after reasonable efforts, fill that 
position temporarily, then the College shall not be liable for failure to reinstate the employee at the 
end of the parental leave period. 

F. The purpose of this policy is to provide leave time to employees for adoption, pregnancy, childbirth 
and nursing the infant, where applicable. 

1. Therefore, if the College finds that the employee has utilized the period of leave to actively 
pursue other employment opportunities or if the College finds that the employee has worked 
part-time or full-time for another employer during the period of leave, the College shall not be 
liable for failure to reinstate the employee at the end of such leave. 

G. Whenever the College shall determine that the employee will not be reinstated at the end of such 
leave because the employee’s position cannot be filled temporarily or because the employee has used 
such leave to pursue employment opportunities or to work for another employer, the College shall 
so notify the employee. 

IV. Sick Leave 

A. Use of accrued sick leave for adoption or childbirth is limited to sixty (60) working days following the 
birth of a child or placement for adoption unless medical complications arise that fit ordinary rules 
regarding the use of sick leave. 

B. In the event both parents are state employees, the aggregate amount of sick leave that may be used 
for adoption is limited to sixty (60) working days total for both parents following the placement for 
adoption. In the event of childbirth, each parent may take up to sixty (60) working days when both 
parents are state employees. 

C. In order to be eligible to use sick leave as parental leave, a statement from the attending physician 
indicating the expected date of delivery must accompany the request for leave. 

1. Additional information from the attending physician may be required if there are complications 
and the period of absence must begin sooner than agreed, extend further than agreed, or 
require the use of sick leave beyond the period beginning with the period of hospitalization and 
extending for sixty (60) work days following the birth of a child or placement for adoption. 

D. After the sixty (60) working days following the birth of a child or placement for adoption or, if 
extended, after employee’s physician determines that the employee should be released, thus ending 
the period of sick leave, the employee may use accrued annual leave or leave without pay for the 
remainder of the four-month parental leave. 

V. Annual Leave; Compensatory Time 

A. Accrued annual leave and compensatory time may be used for the entire leave period. 

VI. Leave of Absence 

A. When accrued annual and sick leave balances are depleted prior to the end of the four (4) month 
parental leave period, the employee will be placed in a leave of absence status.  Refer to College Policy 
05.01.03 regarding continuation of insurance coverage for employees on unpaid leave of absence. 

VII. Family and Medical Leave 

A. To be eligible for Family and Medical Leave (FML) which provides for up to twelve (12) work weeks of 
leave, an employee must have: 

1. Worked for the State at least 12 months; and, 
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2. Worked a minimum of 1250 hours during the year preceding the start of the leave.  

B. Employees who are eligible for FML will have parental leave processed in conjunction with the 
provisions of College Policy 05.02.02, Family and Medical Leave, regarding election of paid/unpaid 
leave, continuation of insurance coverage, etc. Parental leave and FML periods shall run concurrently. 

C. At the end of the FML period, an employee is also entitled to receive the difference between the four 
months granted under this policy and the 12 workweeks granted under FML. Accrued annual leave or 
leave of absence may be used for the remainder of the parental leave period. 

D. During work weeks that an employee takes leave designated as FML, the College is responsible for 
paying the employer’s portion of the employee’s insurance premium, whether the leave is paid or 
unpaid. 

E. Employees who choose to take any unpaid leave over the amount to which they are entitled under 
FML should be made aware that they will be responsible for paying the employer’s portion of the 
insurance premium for the remainder of the leave period if they wish to ensure continued coverage.  

F. This policy supersedes TBR Policies 5.01.01.02, Adoptive Parents Leave, 5.01.01.08, Maternity Leave, 
and 5.01.01.16, Paternity Leave.  

 
SOURCES 
T.C.A. § 49-8-203; T.C.A. § 4-21-408 
 
RELATED POLICIES  

Nashville State Policies 05-02-00, 05-2-01, 05-02-02 and 05-02-03 

 

Approved by President’s Cabinet 2/14/22 
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PERSONNEL POLICY 
Military Leave Policy 

Policy 05-02-05 
 
 

 
 
PURPOSE 
The purpose of this policy is to establish the criteria and process regarding military leave for employees at 
Nashville State Community College (“College”).  
 
DEFINITIONS 
• Military Duty – means: 

o training and service performed by an inductee, enlistee, or reservist or any entrant into a temporary 
component of the armed forces for the United States; and 

o time spent in reporting for and returning from such training and service, or if a rejection occurs, from 
the place of reporting for such training and service. 
 

• Military Duty also includes active-duty training as a reservist in the armed forces of the United States or as 
a member of the national guard of the United States when the call is for training only. 

 
• Qualified - means that the employee has the ability to perform the essential tasks of the position. The 

employee’s inability to perform one or more non-essential tasks of a position does not disqualify them. 
 
POLICY/GUIDELINE 

I. Introduction 
 

A. All employees who are members of any reserve component of the armed forces of the United 
States or of the Tennessee National Guard or the U.S. Air Force Auxiliary Civil Air Patrol shall be 
entitled to a leave of absence from their duties for all periods of military service during which 
they are engaged in the performance of duty or training in the service of this State, or of the 
United States, under competent orders as stipulated in U.S.C. Title 38, § 4311-4318 and T.C.A. § 
8-33-101 through 8-33-109, T.C.A. § 58-1-106 and T.C.A. § 42-7-102.  
 

B. An employee or applicant for employment, who performs, applies to perform, or has an 
obligation to serve in a uniformed service shall not, on that basis, be denied employment or 
reemployment or be discriminated or retaliated against for such service or application for service 
in any manner. 

 
II. Military Leave with Pay 

 
A. Each employee who is on military leave shall be paid his/her salary or compensation for a period, 

or periods, not exceeding twenty (20) working days in any one (1) calendar year. 
 

B. Holidays and scheduled off duty days do not count toward the twenty (20) workdays allowed. 
 

C. During the 20-day period the employee continues to earn regular pay, service credit, and 
applicable annual and/or sick leave accruals. All other rights and benefits continue to which the 
employee is otherwise entitled. 
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D. A regular employee who has exhausted the 20 days of paid leave in any one calendar year may 
elect to use accrued annual leave. In addition, a regular employee may use accrued sick leave if 
the employee provides proof to the president, or designee, that he/she was sick while serving 
in the armed forces. 

 
E. An employee on terminal leave is entitled to use his/her twenty (20) days of paid military leave 

with no loss of rights or benefits to which the employee is otherwise entitled. 
 

F. Employees must furnish certification from the competent military authority of the dates active 
duty was actually performed. 

 
G. Longevity credit will not be affected. 

 
H. Employees are entitled to additional paid leave if called to active duty pursuant to T.C.A. § 58-

1-106 
 

III. Military Leave with Partial Pay 
 

A. Military Leave with partial pay shall be granted to all employees who are called to active duty 
by the President of the United States or under the authority of a Governor as members of the 
Reserve or National Guard as provided by applicable Tennessee Executive Orders. 

 
B. Partial pay shall be the difference between the employee’s regular state salary and the 

employee’s fulltime military salary. 
 

C. Affected employees shall remain state employees while on such active duty for the purpose of; 
 

1. Accruing sick leave; 
 
2. Accruing annual leave; 

 
3. Accruing longevity pay which shall continue to be paid to the employee annually; and 

 
4. Accruing retirement time. 

 
a. Earn-able compensation and retirement benefits shall be not increased or 

decreased by any partial payment made pursuant to this section. 
 
b. The period of absence while on military duty shall count toward the minimum 

twelve (12) months and 1,250 hours required that an employee work for 
eligibility for leave under the Family Medical Leave Act. 

 
D. Current Executive Orders 4, 9, 12, 17, 20, 26 and 40 relating to Military Leave with Partial Pay can 

be found at: http://www.tn.gov/sos/pub/execorders/index.htm 
 

IV. Military Leave without Pay 
 

A. Military leave without pay shall be granted to all employees for periods of active duty or training 
activity with the armed forces of the United States, its reserve components or the Tennessee 
National Guard for periods beyond the twenty (20) days of paid leave in a calendar year. 

 

http://www.tn.gov/sos/pub/execorders/index.htm
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B. Military leave without pay shall be granted to employees voluntarily entering the regular 
components of the Armed Forces of the United States. 

 
C. During a period of unpaid military leave, a regular employee retains all accumulated annual 

and/or sick leave. 
 

D. Longevity credit will not be affected. 
 

V. Reemployment Rights 
 

A. With exceptions noted in the regulations, an employee may perform service in the uniformed 
services for a cumulative period of up to five (5) years and retain reemployment rights. (20 C.F.R. 
1002.99 – 1002.103) 

 
B. An employee leaving for military service must give his/her employer advance notice of the intent 

to leave the employment position for uniformed service, unless giving such notice is prevented 
by military necessity or is otherwise impossible or unreasonable under all the circumstances. The 
notice may be either verbal or written, may be informal, and does not need to follow any 
particular format. (20 C.F.R. 1002.85 – 1002.86) 

 
C. An employee leaving for military service cannot be required to decide at that time whether they 

intend to return to that employer but may defer that decision until after completing the period 
of service.  An employee who indicates intent not to seek reemployment following military 
service may change their mind and not forfeit reemployment rights. (20 C.F.R. 1002.88) 

 
D. Reemployment must occur promptly, no later than within two weeks of the employee’s 

application for reemployment. 
 

E. An employee on military leave of absence who is relieved or discharged from military duty under 
circumstances other than dishonorable shall be entitled to reemployment rights as follows: 

 
1. If the employee served less than 31 days, or was absent for a period of any length for 

the purpose of an examination to determine his/her fitness to perform service, the 
employee must report back to the employer not later than the beginning of the first full 
regularly-scheduled work period on the first full calendar day following the completion 
of the period of service, and the expiration of eight (8) hours after a period allowing for 
safe transportation from the place of that service to the employee’s residence. 

 
a. For example, if the employee completes a period of service and travels home, 

arriving at ten o’clock in the evening, they cannot be required to report to the 
employer until the beginning of the next full regularly-scheduled work period 
that begins at least eight hours after arriving home, i.e., no earlier than six 
o’clock the next morning. 

 
b. If it is impossible or unreasonable for the employee to report within such time 

period through no fault of his/her own, the employee must report to the 
employer as soon as possible after the expiration of the eight-hour period. 

 
2. If the employee served between 31 and 180 days and makes an oral or written request 

for reemployment no more than 14 days after completing service. 
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3. If the employee served more than 180 days and makes an oral or written request for 
reemployment no more than 90 days after completing service. 

 
a. Source: Uniformed Services Employment and Reemployment Rights Act 

(USERRA) of 1994, amended 1/18/06 (20 C.F.R. 1102.115) 
 

F. An injured employee must comply with the notification procedures determined by the length of 
service, after the time period required for the person’s recovery. The recovery period may not 
exceed two (2) years unless circumstances beyond the person’s control make notification within 
the two-year period impossible or unreasonable. (20 C.F.R. 1002.116) 

 
G. An employee who fails to report or apply for reemployment within the timeframes described 

above does not automatically forfeit entitlement to reemployment but will be subject to the 
System's policy regarding unauthorized absence from work. (20 C.F.R. 1002.117) 

 
H. The president, or designee, may request that employees applying for reemployment submit 

documentation to substantiate that: 
 

1. The employee's application is timely; and 
 

2. The employee's entitlement to reemployment has not been terminated due to 
dishonorable or bad conduct discharges; 

 
3. The employee has been fully discharged to return to employment. 

 
I. If the employee fails to provide requested documentation; 
 

1. It shall not be a basis for denying reemployment if the documentation does not exist or 
is not readily available at the time requested by the employer; 

 
2. The employer may terminate the employee and any rights or benefits provided under 

this policy should documentation become available that establishes the employee does 
not meet one or more of the requirements in Section V.E. above. 

 
VI. Reemployment to Position 

 
A. An employee who was released under conditions other than dishonorable shall be eligible for 

reemployment as follows: 
 

1. As a general rule, the employee is entitled to reemployment in the job position that they 
would have attained with reasonable certainty if not for the absence due to uniformed 
service. This position is known as the escalator position. (20 C.F.R. 1002.191) 

 
2. Once the escalator position is determined, other factors and elements may have to be 

considered to determine the appropriate reemployment position. This may include the 
employee’s length of service, qualifications, and disability, if any, as well as seniority, 
status, and rate of pay that the employee would ordinarily have attained in that position 
given their job history, including prospects for future earnings and advancement. (20 
C.F.R. 1002.192-193) 
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3. If an opportunity for promotion or eligibility for promotion requiring a skills test was 
missed, the employee will receive a reasonable amount of time to adjust to the 
employment position prior to the skills test being administered. (20 C.F.R. 1002.192-
193) 

 
4. The USERRA does not prohibit lawful adverse job consequences that result from the 

employee’s restoration on the seniority ladder. (20 C.F.R. 1002.194) 
 

5. If the employee’s period of service was less than 91 days, the employee is re-employed 
in the escalator position. If the employee is not qualified for the escalator position, and 
after reasonable efforts by the employer, remains not qualified, the employee will be 
employed in the position they were employed on the date that the period of service 
began. If the employee is not qualified to perform either the escalator position or the 
pre-service position, after reasonable efforts by the employer, the employee will be re-
employed in any other position that is the nearest approximation first to the escalator 
position, and then to the pre-service position. In all instances, the employee must be 
qualified to perform the duties of this position and the employer must make reasonable 
efforts to help the employee become qualified to perform the duties of the position (20 
C.F.R. 1002.196) 

 
6. If the employee’s period of service was more than 91 days, the employee is re-employed 

in the escalator position, or a like position. If the employee is not qualified for the 
escalator position or the like position, and after reasonable efforts by the employer, 
remains not qualified, the employee will be employed in the position he or she was 
employed on the date that the period of service began, or a like position. If the 
employee is not qualified for any of the above referenced positions, the employee will 
be re-employed in any other position that is the nearest approximation first to the 
escalator position, and then to the pre-service position. In all instances, the employee 
must be qualified to perform the duties of this position and the employer must make 
reasonable efforts to help the employee become qualified to perform the duties of the 
position (20 C.F.R. 1002.197) 

 
7. Efforts required of the employer to help the employee become qualified for the 

reemployment position(s) must be reasonable. 
 

a. The College is not required to reemploy an employee upon return from service 
if they cannot qualify for the appropriate reemployment position. 

 
b. If the employee cannot become qualified for the escalator position, the 

employee must be re-employed in a position of equivalent seniority, status and 
pay that the employee is qualified to perform or could reasonably become 
qualified to perform. 

 
c. If no such position exists, the employee must be placed in a job that is similar 

in terms of seniority, status and pay consistent with the employee’s 
circumstances. 

 
d. Whether a task is essential depends on several factors, and these factors include 

but are not limited to: 
 

1) The employer’s judgment as to which functions are essential; 
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2) Written job descriptions developed before the hiring process begins; 
3) The amount of time on the job spent performing the function; 
4) The consequences of not requiring the individual to perform the 

function; 
5) The terms of a collective bargaining agreement; 
6) The work experience of past incumbents in the job; and/or 
7) The current work experience of incumbents in similar jobs. 

 
e. Only after the employer makes reasonable efforts, as defined in (20 C.F.R. 

1002.5(i), may it determine that the employee is not qualified for the 
reemployment position. These reasonable efforts will be made at no cost to the 
employee. Source: 20 C.F.R. 1002.198 

 
8. Consideration of seniority in re-employment decisions is limited to situations involving 

re-employment following a period of documented military leave. Although provided for 
by the state military leave statute, “seniority” is not a factor in employment decisions 
unrelated to military leave, nor is seniority (apart from longevity) recognized under the 
TBR system or institutional policy. 

 
B. If two or more persons are entitled to reemployment in the same position and more than one 

of them has reported for reemployment, the person who left the position first shall have the 
right to the position. The remaining employee (or employees) is entitled to be re-employed in a 
position similar to that in which the employee would have been employed, according to the 
rules that normally determine a reemployment position, as set out above. (20 C.F.R. 1002.199) 

 
VII. Retention Rights 

 
A. If the employee’s most recent period of service in the uniformed services was more than 30 days, 

he/she must not be discharged except for cause: 
 

1. For 180 days after the employee’s date of reemployment if the employees most recent 
period of uniformed service was more than 30 days, but less than 181 days; or 

 
2. For one (1) year after the date of reemployment if the employee’s most recent period 

of uniformed service was more than 180 days. (20 C.F.R. 1002.247) 
 
VIII. Continuation of Benefits 

 
A. A returning employee is entitled to the same rights and benefits they would have had if 

employment had been continuous. 
 

1. Insurance 
 

a. If elected, medical insurance coverage may be continued during a period of 
military service for the lesser of: 

 
1) 24 months following the beginning of the military leave; 
2) The period beginning on the date on which the employee’s absence 

begins until the day after the date on which the employee fails to report 
to work or apply for employment as determined in Section IV.A.; or, 

3) Unless state law or Executive Order provides for greater benefits. 
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b. If coverage is continued, the employee will be required to pay premiums as 

follows: (a) 30 or less days of service - employee's portion of the premium only 
or (b) more than 30 days of service– up to 102%. This includes the employee's 
and employer's portion of the premium, and 2% for administrative costs. (20 
C.F.R. 1002.166) 

 
c. If the employee elects to discontinue insurance coverage, a waiting period may 

not be imposed for reinstatement of coverage upon reemployment if a waiting 
period would not have been imposed had coverage not been terminated. 

 
d. SERRA allows a health plan to impose an exclusion or waiting period for 

illnesses or injuries determined by the Secretary of Veterans Affairs to have been 
incurred in, or aggravated during the performance of military duty. (20 C.F.R. 
1002.168) 

 
e. Continuation of other State insurance plans will be determined by the State 

Division of Insurance Administration. Continuation of System plans will be in 
accordance with the provisions of the plan(s). 

 
2. Retirement 

 
a. For retirement purposes, a returning employee is considered as not having a 

break in service, except as noted in Section IV.B. 
 
b. Following an employee's return to work, the College will make retirement 

contributions which would have been made if employment had been 
continuous, not to exceed five (5) years. 

 
c. Contributions shall be made at the rate that would have been made if 

employment had been continuous.  
 

3. Rate of Pay 
 

a. If the employee is re-employed in the escalator position, the employee must be 
compensated at the rate of pay associated with the escalator position by taking 
into account any pay increases, differentials, step increases, merit increases or 
periodic increases that the employee would have attained with reasonable 
certainty had they remained continuously employed during the period of 
service. 

 
b. Any pay adjustments must be made effective as of the date it would have 

occurred had the employee’s employment not been interrupted by uniformed 
service. (20 C.F.R. 1002.236) 

 
4. Longevity 
 

a. During a period of military leave, a regular employee continues to earn service 
credit for longevity pay. 
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b. Upon reemployment, and in accordance with the employer's payroll 
procedures, the employee will receive all longevity pay that would have been 
paid if employment had been continuous. (Refer to TBR Longevity Guideline P-
120.) 

 
c. Pursuant to the current Executive Order, payments must continue to be made 

annually. 
 

5. Leave Accrual 
 

a. A returning employee will begin to accrue leave at the rate(s) that would have 
been in effect if employment had been continuous. 

 
 
SOURCES 
Authority T.C.A. § 49-8-203; All Federal and State statutes, codes, acts, rules and regulations referenced in this 
policy. 
 
RELATED POLICIES  

TBR Policy 5.01.01.04 and TBR Guideline P-120 

 

Approved by President’s Cabinet 4/11/22 
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PERSONNEL POLICY 
Civil Leave Policy  

Policy 05-02-06 
 
 

 
 
PURPOSE 
The purpose of this policy is to establish the criteria and process regarding civil leave for employees at Nashville 
State Community College (“College”). 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Civil Leave  
A. Any employee, except for a temporary employee with a contract of less than six (6) months, shall 

be granted civil leave when, in obedience to a subpoena or direction by proper authority, the 
employee appears as witness for the Federal government, the State of Tennessee, or a political 
subdivision of the State, or when it is necessary to attend any court in connection with official 
duties or serve on a jury in any State or Federal Court. 
 

B. In accordance with T.C.A. § 22-4-108, the employee shall be excused from returning to 
employment for any scheduled work day that such employee's responsibility for jury duty 
exceeds three (3) hours during the day for which an excuse is sought. Travel time is not to be 
included in determining whether or not an employee's actual jury duty service has exceeded 
three (3) hours. 
 

C. Upon a juror’s request, which must be made prior to each day’s service, the person responsible 
for issuing fee and or compensation statements shall provide the juror’s employer a statement 
that shows the number of hours that the juror spent serving if service has been less than three 
(3) hours. Employees serving less than three hours on a scheduled work day shall return to work 
for the remainder of their work day. 
 

D. If an employee summoned for jury duty is working a night shift or is working during hours 
preceding those in which court is normally held, such employee shall also be excused from 
his/her employment as provided by this section for the shift immediately preceding his/her first 
day of service on any lawsuit. After the first day of service, when such person's responsibility for 
jury duty exceeds three (3) hours during a day then such person shall be excused from his/her 
next scheduled work period occurring within twenty-four (24) hours of such day of jury 
service. Any question concerning the application of the provisions of this paragraph to a 
particular work shift or shifts shall be conclusively resolved by the trial judge of the court to 
which the employee has been summoned. 
 

E. The employee shall retain all compensation or fees received as a witness or juror. The employee 
may be required to provide a statement from the court which includes dates and times of service 
and any compensation received. 
 

F. The employee shall also receive his/her regular institutional compensation as follows: Payment 
for time served on civil leave and time spent traveling to and from court shall be made at the 
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employee's regular rate of pay, except that such compensation shall not exceed the total of the 
employee's regularly scheduled daily pay. Travel expenses (mileage) and parking fees will not 
be paid by the institution or System Office. 
 

G. Employees involved in personal litigation, or who serve as witnesses in private litigation, shall be 
charged with annual leave or leave without pay.  
 

SOURCES 
T.C.A. § 49-8-203; T.C.A. § 22-4-108 
 
RELATED POLICIES  

N/A 

 
 
Approved by President’s Cabinet 1/10/22 
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PERSONNEL POLICY 
Voting Leave Policy 

Policy 05-02-07 
 
 

 
 
PURPOSE 
It is the policy of Nashville State Community College (“College), to provide employees time off to vote in state, 
national, and local elections and to establish a procedure for reporting the time missed from work. 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 
I. Eligibility 
 

A. Employees who are registered voters may receive reasonable time off to vote if they request such 
time off before 12:00 noon the day before the election. 

 
B. The supervisor may specify the hours during which the employee may be absent to vote, and the time 

off may not exceed three (3) hours. 
 

C. No time off will be granted if the polls in the county where the employee is a resident are open three 
(3) or more hours before the employee is scheduled to begin work or if the polls close three (3) or 
more hours after the employee's work schedule ends. 

 
D. Time off to vote shall be recorded as non-duty pay hours. 

 
E. Time off to vote is recorded for non-exempt employees as non-worked time when calculating 

overtime. 
 

II. Voting Technicians   
 

A. In accordance with T.C.A. § 2-9-103, any full-time employee appointed by a county election 
commission to work part-time as a voting machine technician, shall be granted unpaid leave for the 
day(s) required for the technician's duties. 

 
B. Supporting documentation may be required by the appropriate approving authority for the period of 

duty. 
 

1. An employer may not require the employee to use accrued annual leave and/or compensatory 
time for this period. However, either may be used at the employee's option. 

 
SOURCES 
Authority T.C.A. § 49-8-203; T.C.A. §§ 2-1-106, 2-9-103 
 
RELATED POLICIES  
TBR Policy 5.01.01.12 
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Approved by President’s Cabinet 4/11/22 
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PERSONNEL POLICY 
Bereavement Leave Policy 

Policy 05-02-08 
 
 

 
 
PURPOSE 
The purpose of this policy is  to provide all regular, full-time and part-time employees at Nashville State 
Community College (“College”) time off without loss of pay due to the death of an immediate family member 
as defined below, consistent with T.C.A. § 8-50-113. 
 
DEFINITIONS 
Immediate family – Immediate family shall be deemed to include:  
1) spouse;  
2) child, step-child;  
3) parent, step-parent, foster parent, parent-in-law;  
4) sibling(s);  
5) grandparents and grandchildren and; 
6) other members of the family who reside within the home. 
 
POLICY/GUIDELINE 

I. Bereavement Leave 
A. An employee who is absent during his/her regularly scheduled work week due to the death of 

an immediate family member shall receive payment for reasonable and customary days absent, 
such days of payment not to exceed three (3) regularly scheduled work days.  
 

1. In addition to the three (3) regularly scheduled work days, sick leave not to exceed two 
(2) days may be granted at the discretion of the appropriate approving authority in the 
instance of death of one of the immediate family members listed. At the discretion of 
the approving authority, the days off provided under this policy do not have to be 
consecutive. 
 

B. Regular part-time employees, including academic personnel scheduled to carry less than a full 
teaching load or its equivalent, regardless of probationary status, shall be eligible to receive 
bereavement leave on a prorated basis equal to the percentage of their employment to full-
time employment.  

 
SOURCES 
T.C.A. § 49-8-203; T.C.A. § 8-50-113 
 
RELATED POLICIES  
Nashville State Policy 05-02-01 and TBR Policy 5.01.01.07 
 
Approved by President’s Cabinet 1/10/22 
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PERSONNEL POLICY 
Leave Transfer between TBR 

Institutions and State Agencies Policy 
Policy 05-02-09 

 
 

 
 
PURPOSE 
The purpose of this policy is to establish the criteria and process regarding leave transfer between the State 
University and Community College System and State Agencies. 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Leave Transfer 

A. Any regular employee of any agency, office or department of the State of Tennessee or of any State 
college who leaves one of these employers for employment with another without a break in service 
shall have all annual and sick leave transferred. 

B. Moreover, if an employee leaves the State University and Community College System 
institutions/Board of Regents System Office and is re-employed with a State agency prior to his/her 
termination date with the State University and Community College System, he/she shall have all 
unused annual leave transferred/reinstated to the employing agency and shall not be entitled to 
payment for annual leave beginning with the date of re-employment. 

C. Any payment for annual leave upon the termination which is later found to have been in violation of 
this policy shall be repaid to the State University and Community College System institutions/System 
Office by the terminating employee. 

D. When a former employee who has at least one (1) full year of State employment in good standing 
returns to full-time service with one of these employers, he/she shall be credited immediately with all 
sick leave to which he/she was entitled at the time of termination. The last employer shall be 
responsible for certifying eligibility for this sick leave credit to the re-employing agency, college or 
university. 

E. If any teacher employed by a local school board in Tennessee leaves the employment of that board 
in good standing and becomes a full-time state employee within six months of the date of 
termination, upon certification of accrued and due sick leave by the previous employer, he/she shall 
be immediately credited with all sick leave to which he or she was entitled at the time of the previous 
termination.  

 
 
SOURCES 
T.C.A. § 49-8-203 
 
RELATED POLICIES  
N/A 
 
Approved by President’s Cabinet 2/14/22 
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PERSONNEL POLICY 
Holidays Policy 
Policy 05-02-12 

 
 

 
 
PURPOSE 
The purpose of this policy is  to establish the criteria and process regarding holiday observance for the 
employees at Nashville State Community College (“College”). 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Observed Holidays 

A. Nashville State Community College, under the governance of the Tennessee Board of Regents, will 
observe a maximum of seven holidays per year and six additional administrative closing days as 
specified in Nashville State Policy 05.02.13. The following days shall be designated as official 
holidays: 

1. New Year's Day 

2. Martin Luther King, Jr. Day 

3. Memorial Day 

4. Independence Day 

5. Labor Day 

6. Thanksgiving Day 

7. Christmas Day 

B. When a recognized holiday falls on Saturday, the Friday preceding the holiday shall be substituted. 
This includes New Year's Day and can result in December 31st of the previous calendar year being 
substituted. 

C. When a recognized Holiday falls on Sunday, the Monday following the holiday shall be substituted. 

D. Where work schedules or duties make it necessary for an employee to work on a holiday, a 
corresponding amount of time off shall be granted. 

E. All campuses shall hold observances for Veteran's Day on or near the day recognized as a national 
day of observance. 

F. Students, faculty and staff who are veterans shall be afforded the opportunity to participate in the 
campus observances without adverse action or absence. 

II. Eligibility 

A. All regular full-time and part-time employees in an active pay status will qualify for holiday pay for 
the days listed above. Regular part-time employees receive the holiday benefit on a pro rata basis. 

B. The following provisions apply: 
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1. Employees who are in an active pay status on the work days immediately preceding and 
following a holiday will receive payment for the holiday. 

2. Any holiday falling within a period of an employee's sick, annual or other leave with pay shall 
be considered holiday leave and recorded as such. 

III. Exceptions 

A. Any exceptions to this policy shall be submitted to the Chancellor for approval. 

 
SOURCES 
T.C.A. § 49-8-203 
 
RELATED POLICIES 
Nashville State Policy 05-02-13 

 
Approved by President’s Cabinet 2/14/22 

 
 
 
 
 



1 

PERSONNEL POLICY 
Days of Administrative Closing 

Policy 05-02-13 

PURPOSE 
The purpose of this policy is to establish the criteria and process regarding days of administrative closing for 
employees at Nashville State Community College (“College”). 

DEFINITIONS 
N/A 

POLICY/GUIDELINE 

I. Administrative Closing Days Declared in Advance

A. Administrative Closing Days with Pay

1. In addition to the seven holidays granted in Nashville State Policy 05-02-12, six (6)
administrative closing days shall be designated as time off from work with pay for
regular full-time and part-time employees.

2. Certain days, such as the Friday after Thanksgiving Day and those during the week of
Christmas when classes are not in session, may be designated as days of administrative
closing each year by the President, with the approval of the Chancellor.

II. Emergency Closing

A. At times it may be necessary for the President to declare specific hours as emergency closing as
the result of inclement weather or other emergency situations.

1. In such cases, regular full-time and part-time employees on the active payroll who are
scheduled to work during the declared times of closing will be granted time off from
work with pay.

2. Employees who are not scheduled to work will not be paid for the emergency closing.

3. Employees who were previously approved for leave for the duration of the emergency
closing will be considered not scheduled to work and will be charged the appropriate
leave.

4. Employees who were previously approved for leave for a portion of the emergency
closing will be considered not scheduled to work for the portion of the time that was
approved as leave. The employee will be considered scheduled to work for the
remainder of the closing.

B. If an emergency closing has not been declared due to inclement weather and an employee is
prevented from reporting to work for normally scheduled working hours, annual leave or leave
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without pay will be charged; or, the employee may be allowed with supervisor approval to make 
up the time lost. 

 
C. Regular part-time employees will be affected on a pro rata basis in each of the provisions listed 

above. 
 
 
SOURCES 
T.C.A. § 49-8-203 
 
RELATED POLICIES  
Nashville State Policy 05-02-12 and TBR Policies 5.01.01.11 and 5.01.01.10 
 

 
Approved by President’s Cabinet 4/11/22 
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PERSONNEL POLICY 
Benefit in the Event of an Employee Death  

Policy 05-02-14 
 
 

 
 
PURPOSE 
To establish the operational guidelines for handling benefits  in the event of an employee’s death at 
Nashville State Community College (“College”). 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Introduction 
A. The College has established a procedure to ensure that beneficiaries of deceased employees are 

promptly informed regarding payment of earned wages and any other benefits to which they 
may be entitled. 

1. Upon employment, employees will be provided a Designation of Beneficiary for Unused 
and Accrued Leave Form that will facilitate such disbursement in the event of death. 

 
II. Notification Process 

A. The supervisor or department head of a deceased employee shall notify the Office of Human 
Resources of the employee's death, date of death, as well as the name of next of kin and/or the 
executor/administrator of the estate, if known. 

B. The Office of Human Resources shall notify appropriate institutional personnel (Vice President 
and/or Dean, Payroll, etc.) and agencies/vendors (retirement, insurance, flexible benefits, 
supplemental annuities, etc.) of the employee's death. 

C. In addition, the Office of Human Resources shall contact the beneficiary(ies) and/or 
executor/administrator of the estate to advise them of available survivor assistance services and 
to request documentation required for release of final compensation payments. 
  

III. Payment of Salary and Other Benefits 
A. The Office of Human Resources shall request that the deceased employee’s supervisor prepare 

the appropriate personnel action form (PAF) to terminate the employee. Payment of earned 
salary and other benefits will be disbursed in accordance with TCA §30-2-103, TCA §8-50-808, 
and current IRS rules and regulations regarding taxation and social security deductions. 

B. If the employee completed a Designation of Beneficiary for Unused and Accrued Leave Form, 
payment(s) will be made to the beneficiary(ies), provided a death certificate or physician's 
statement has been received. 

C. If the employee failed to complete such form, payment of wages will be made in accordance 
with TCA §30-2-103(b)(1) and  payment of accrued annual leave, sick leave and compensatory 
time shall be made to the same beneficiary designated for retirement benefits, unless otherwise 
indicated on the completed form. 

 
SOURCES 
T.C.A. §§ 49-8-203; 30-2-103; 8-50-808; IRS Rules 
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RELATED POLICIES  
TBR Guideline P-150 
 
 
Approved by President’s Cabinet 11/14/22 
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PERSONNEL POLICY 
Classification of Benefits for Fees and Tuition Policy 

Policy 05-02-15 
 
 

 
 
PURPOSE 
The following policy shall be applicable to all regular full-time employees, their spouses and children, and 
graduate assistants at Nashville State Community College (“College”) for classification purposes for fees and 
tuition. 
 
DEFINITIONS 
N/A  
 
POLICY/GUIDELINE 

I. Classifications 
A. All regular full-time employees, their spouses and children, shall be classified as in-state students 

for purposes of fees and tuition when enrolled in courses at any institution governed by the 
Board. See TBR Policy 3.05.01.00 to determine status of spouses and children of individuals who 
are employed at Fort Campbell.  
 

B. Graduate assistants shall be classified as in-state students for purposes of fees and tuition at the 
institutions where they are pursuing graduate studies as graduate assistants.  

 
SOURCES 
T.C.A. § 49-8-203 
 
RELATED POLICIES  
TBR Policy 3.05.01.00 

 
 
 
Approved by President’s Cabinet 1/10/22 
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PERSONNEL POLICY 
Educational Assistance for Spouse and  

Dependents of Employees  
Policy 05-02-17 

 
 

 
PURPOSE 
The purpose of this policy is to establish the process and procedures regarding educational assistance for 
spouses and dependents of Nashville State Community College (“College”).   
 
This policy pertains only to undergraduate courses taken by spouses and dependent children at Tennessee Board 
of Regents and University of Tennessee institutions. 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 

I. Support for Educational Assistance 
A. The College is committed to the need for the continued professional growth and development of 

employees. Support for educational assistance of employees and their dependents is an important 
vehicle for addressing that need. 

B. The programs described in this policy provide benefits to spouses and dependents of employees at 
the College. 

C. The programs described in this policy for employees and dependents are available subject to funds 
being budgeted and available within the institution. 

D. For-credit coursework attempted through one of the programs mentioned in this policy must be 
through an institution accredited by one of the Regional Accrediting Organizations recognized by the 
Council for Higher Education (www.chea.org).  

II. Fee Discount for Spouse and/or Dependent Children Program 
A. The purpose of this policy is to establish the provisions for such fee discounts up to 50% of the 

undergraduate fee and all mandatory student fees payable at the time of registration for spouses 
and dependent children of regular full-time and regular part-time employees, and to encourage 
qualified students to attend TBR and UT institutions. 

B. These mandatory student fees include maintenance fees, registration fees, tuition, debt service 
fee, online course fees, TN eCampus (formerly RODP/ROCC) fees, service charges, student 
activity fee, general access fee, student government fee, and technology access fee. 

C. The mandatory student fees do not include the application fee, off-campus facilities fee, or any 
special course fees. 

1. Eligibility- The following groups will be eligible under this program: 
a. Regular full-time employees are eligible for a student fee discount for their 

spouses and dependent children who have been admitted to any of the 
institutions in the TBR or UT systems as undergraduate students through 
regular admission procedures. 

b. Spouses and dependent children of regular part-time employees who have one 
or more years of continuous service within either system working a minimum 
of fifty percent (50%) time shall receive a pro rata discount based on the 
employee’s percentage of employment. 

http://www.chea.org/
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c. Part-time employees with temporary service immediately preceding regular 
service shall receive credit for such service if they are eligible for leave accrual 
adjustments. 

2. Spouses of employees having ten (10) or more years of continuous full-time service 
within the Tennessee Board of Regents system immediately preceding retirement or 
death are eligible for the fee discount for five (5) years from the date of death or 
retirement of the employee whichever shall occur first. 

a. Dependent children of employees having ten (10) or more years of continuous 
full-time service within the Tennessee Board of Regents system immediately 
preceding retirement or death that are age 26 and under are eligible for the fee 
discount. 

3. Spouses of employees having less than ten (10) years of full-time continuous service 
within the Tennessee Board of Regents system immediately preceding retirement or 
death are eligible for the fee discount for two (2) years from the date of death or 
retirement of the employee, whichever shall occur first. 

a. Dependent children of employees having less than ten (10) years of full-time 
continuous service immediately preceding retirement or death are eligible for 
the fee discount for two (2) years from the date of death or retirement of the 
employee, whichever comes first. 

b. The fee discount is only available for dependent children age 26 and under. 
c. However, in accordance with T.C.A. § 8-50-115, dependents under age 24 at the 

end of the two-year period become eligible for a 25% discount if the parent: 
(1) Died while employed full-time; (effective May 31, 1997) or 
(2) Was killed on the job or in the line of duty while a full-time employee 

(a) Example 1: A dependent is 24 years of age when an employee 
with less than ten (10) years of service retires/dies. The 
dependent is eligible for the 50% discount for two (2) years or 
through age 26, whichever comes first. Since the dependent is 
26 at the end of two (2) years, no additional benefit is available 
under T.C.A.§ 8-50-115. 

(b) Example 2: A dependent is eighteen (18) years old when an 
employee dies with less than ten (10) years of service. The 
dependent is eligible for a 50% discount for two (2) years. Since 
the dependent is 20 when the two-year period expires, the 
dependent is then eligible for a 25% discount through age 23. 

4. Spouses of employees who had ten (10) or more years of continuous regular part-time 
service immediately preceding retirement or death are eligible for the fee discount on 
a pro rata basis for two (2) years from the date of death or retirement of the employee. 

(1) Dependent children of such employees are eligible for the fee discount 
for two (2) years from the date of death or retirement of the employee. 

(2) The pro rata discount will be based on the employee’s percentage of 
employment at the time of retirement or death. 

(a) Spouses and dependent children must be admitted to the 
Tennessee Board of Regents or University of Tennessee 
institutions through standard admissions procedures. 

(b) For the purpose of this program, dependent children shall be 
defined as:  

(3) The employee's natural children 26 years of age or under; 
(4) The employee's stepchildren, provided such children are 26 years of 

age or under; 
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(5) The employee's legally adopted children who are 26 years of age or 
under; or 

(6) Any other individuals who are 26 years of age or under and living in a 
parent/child relationship with the employee, such as children of 
deceased parents who are being raised by a grandparent who is a TBR 
system employee. 

(a) The College, at its discretion, may require satisfactory proof of 
the relationship or criteria qualifying an employee's dependent 
for eligibility under this program. 

b. Benefits provided by the Veterans’ Dependents’ Post-Secondary Education 
Program are greater than those provided by the Student Fee Discount for 
Spouse and Dependent Children of Employees Program. Therefore, dependents 
receiving such benefits are not simultaneously eligible for benefits from this 
program. 

(1) Example: A female employee has an eighteen (18) year old son whose 
father died while serving in the U.S. military during a qualifying period 
of armed conflict as defined in the Veterans’ Dependents’ Post-
Secondary Education Program. The dependent has been approved for 
monetary benefits under that program.  As a result, he is no longer 
eligible for benefits under the Student Fee Discount for Spouse and 
Dependent Children of Employees Program. 

c. The employment status of the employee on the first day of classes for each term 
in which the spouse and/or dependent enrolls shall be used to determine 
eligibility and the amount of the student fee discount for the spouse and/or 
dependent children; a change in employee status after the first day of classes 
shall not affect eligibility for the student fee discount for that term. 

d. For employees who meet eligibility requirements after the first day of classes in 
which the spouse and/or dependent enrolls, the discount will be available at 
the beginning of the next term. 

e. The Office of Human Resources shall be responsible for certifying employee 
eligibility for fee discounts under this policy. 

f. Employees who are on leave of absence with pay will retain eligibility under this 
policy; the employee's percentage of employment immediately prior to the 
effective date of the leave of absence shall determine the amount of the student 
fee discount. 

g. Employees who are on leave of absence without pay are not eligible for the 
spouse/dependent discount under this policy unless the leave of absence (a) is 
due to an on-the-job injury, (b) complies with the provisions of the Family and 
Medical Leave Act of 1993, or (c) is approved by the College to permit 
employees to engage in teaching or other job-related activities intended to 
increase their efficiency as employees. 

(1) Examples are activities such as student teaching or internships that are 
required parts of a degree program being sought. 

h. If a regular employee also qualifies under this policy as an employee's spouse 
or dependent child, other fee waiver and staff development provisions for 
employees shall take precedence. 

i. Employees are responsible for notifying the Office of Human Resources of any 
changes in eligibility. 

5. Fees Paid/Type Course Paid/Number of Hours 
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a. This program is applicable to undergraduate courses at Tennessee Board of 
Regents and University of Tennessee institutions up to and including full-time 
study. 

b. Correspondence or non-credit courses are not eligible. 
c. If the spouse or dependent child is receiving Title IV Financial Aid, the employee 

must notify the Financial Aid Office. 
d. The amount remaining after financial aid and the discount rendered under this 

program may be paid in accordance with the provisions of Deferred Payment 
Plan Guideline B-070, provided a Deferred Payment Plan has been implemented 
at the institution the employee's spouse/dependent is attending. 

e. Auditing a course is allowed if the course is a credit course. 
6. Payback Provisions 

a. Payback provisions do not exist. 
7. Accounting/Budgeting Provisions 

a. Discounts of 50% of the undergraduate maintenance fee and mandatory 
student fees are available for dependents of full-time employees; discounts for 
dependent children and spouses of eligible part-time employees are prorated 
based on percentage of time worked. 

b. The discount shall not be applicable to other fees, i.e., application for admission 
fees, applied music fees, lab fees, books and supplies, parking fees, dormitory 
charges or meal plans. The amount of the discount shall be rounded to the 
nearest dollar. 

c. The request needs to be submitted two weeks prior to enrollment, using the 
College’s Request for Fee Discount for Spouse and/or Dependent form.  
Employees may obtain forms from the Office of Human Resources. 

d. The institution where the person is an employee shall account for the 
chargeback as an employee benefit to indicate that the employer is paying the 
cost for the benefit of the employee. The charged institution shall remit the 
tuition fees to the institution providing instruction as maintenance income. 

8. Where the Participants May Attend 
a. Spouses and dependent children may enroll in undergraduate courses in either 

the Tennessee Board of Regents or the University of Tennessee Systems. 
 
 
SOURCES 
T.C.A. §§ 49-8-203; 8-50-115 
 
RELATED POLICIES  
TBR Guidelines B-070 and P-131  
 
 
Approved by President’s Cabinet 11/14/22 
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PERSONNEL POLICY 
Employee Disciplinary Action 

Policy 05-03-00 
 
 

 
 
PURPOSE 
To provide a fair and equitable means to address the unsatisfactory work performance or work-related behavior, 
including gross misconduct, of employees (other than faculty and other instructional personnel) who have 
completed any required initial probationary period. To provide fair and uniform procedures including due 
process if required by law, to correct, discipline, or terminate employees for unsatisfactory work performance or 
work-related behavior or for gross misconduct. 
 
DEFINITIONS 
N/A 
 
POLICY/GUIDELINE 
I. Unsatisfactory Work Performance or Work-Related Behavior 

A. Disciplinary or other action to improve performance is to be taken with care to assure fairness 
and equity.  Disciplinary action may include the following actions: oral warning, written warning, 
performance improvement plan, suspension without pay, demotion and termination. As 
warranted by circumstances, an employee may be terminated at any point in the disciplinary 
process. 

B. Supervisors must contact the Office of Human Resources prior to taking any disciplinary 
action.  HR will ensure that such action is appropriate and consistent with college and/or System 
Office policy. The HR officer may consult with the TBR Office of General Counsel, as appropriate. 

C. Unsatisfactory work performance or work-related behavior is the failure or refusal to carry out 
job responsibilities or failure to follow college, department or unit policies or rules. 

D. Reasonable efforts should be made to secure acceptable work performance and work-related 
behavior. When disciplining an employee, supervisors should consider the nature of the 
unsatisfactory work performance or work-related behavior, the past record of the employee, and 
the appropriate corrective action and/or level of discipline. Therefore, as a general rule, 
corrective and/or disciplinary action taken for unsatisfactory work performance or work-related 
behavior should generally begin with an oral or written warning and may be followed by 
additional oral or written warnings. All disciplinary warnings, whether oral or written, shall be 
captured in writing, using the College’s Employee Discipline Notice form.  Warnings and 
performance improvement plans should be presented to the employee and should describe the 
unsatisfactory work performance or work-related behavior and the action necessary to correct 
the performance or behavior. Should an employee fail to attain a satisfactory level of work 
performance or work-related behavior despite such warning, additional disciplinary action up to 
and including termination of employment may be taken.   The Office of Human Resources shall 
retain copies of all disciplinary action, including written warnings and performance improvement 
plans. 

E. Depending upon the nature of the unsatisfactory work performance or work-related behavior, 
warnings prior to disciplinary action, including but not limited to termination of employment, 
may not be required. 
 

II. Gross Misconduct 
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A. Gross misconduct includes, but is not limited to, the following: theft or dishonesty; gross 
insubordination; willful destruction of institution or system office property; falsification of 
records; acts of moral turpitude; reporting for duty under the influence of intoxicants; the illegal 
use, manufacturing, possessing, distributing, purchasing or dispensing of controlled substances 
or alcohol; disorderly conduct; provoking a fight; certain violations of policies prohibiting 
discrimination, retaliation, sexual harassment, and sexual misconduct; and other similar acts 
involving intolerable behavior by the employee. In a case of gross misconduct, immediate 
disciplinary action up to and including discharge may be taken. During the investigation of 
alleged gross misconduct, an employee may be placed on administrative leave with pay. 

B. An employee suspected of theft of institution property may not resign as an alternative to 
discharge unless the Vice Chancellor of Business and Finance at the System Office approves the 
employee’s resignation as an alternative to discharge in advance. 

C. An employee terminated for gross misconduct or who resigns to avoid dismissal for gross 
misconduct will not receive payment for accrued unused annual leave.   An employee terminated 
for gross misconduct is not eligible for state Consolidated Omnibus Benefits Rights Act (COBRA) 
benefits. State Treasury determines eligibility for state retirement benefits if an employee is 
discharged for gross misconduct. 
 

III. Pre-Suspension/Pre-Termination Consultation 
A. Before suspending without pay or discharging an employee, the supervisor or other authorized 

institution official must consult with the Office of Human Resources and receive additional 
information/instructions with regard to the College’s internal procedures for suspending 
employees without pay or discharging employees. 
 

IV. Appeal Process 
A. Employees wishing to contest disciplinary action may do so consistent with applicable 

procedures for filing complaints and grievances. 
 
SOURCES 
TCA § 8-50-807 
 
RELATED POLICIES  
TBR Policy 5.01.00.02 and TBR Guidelines P-110 and P-111 
 
Approved by President’s Cabinet 1/10/22 
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PERSONNEL POLICY 
Complaint and Grievance Policy for 

Exempt Staff 
Policy 05-03-01 

PURPOSE 
The purpose of this guideline is to establish the process for employee grievances and/or complaints at Nashville 
State Community College. 

DEFINITIONS 
• Grievance (Committee review available) – An employee may only grieve actions the institution has taken

against the employee which:
o Violates institution or TBR policy, or involves an inconsistent application of these same policies;
o Violates any constitutional right. The most likely areas of concern are the First, Fourth or Fourteenth

Amendment of the federal constitution when that action hampers free speech, freedom of religion,
the right to association, provides for improper search and seizure, or denies constitutionally required
notice or procedures; or

o Violates a federal or state statute not covered by TBR Guideline P-080.
• Complaint (Committee review not available) – A complaint is a concern which an employee wants to discuss

with supervisory personnel in an effort to resolve the matter. Personnel actions such as performance
evaluations, rates of pay, position re-classifications or position terminations due to reduction in force do
not fall under the definition of complaint.

• Employee - For purposes of the grievance and complaint procedures, an employee is defined as faculty
(though not including faculty on adjunct contracts), executive, administrative or professional staff.
Probationary employees, student workers and graduate assistants are not included in the definition of
employee.

• Employment Action – Employment action is the demotion, suspension without pay, termination of an
employee, or work assignments or conditions of work which violate statute or policy.

• Workdays – for purposes of this procedure, the term “workdays” refers to Monday through Friday.

POLICY/GUIDELINE 
I. Application of Policy

A. The following procedures are to be used for employees who wish to file a complaint or a grievance
as defined above.

B. Grievances shall be subject to committee review at the employee’s request.  Complaints are not
subject to committee review.

C. Employees who wish to file a complaint or grievance under this policy may request a standard
complaint/grievance form from the Office of Human Resources, but not grievance will be denied
because a standard form has not been used.

D. This policy has no application to a termination procedure initiated against a tenured faculty member
under TBR policy No. 5.02.03.70 Section V.I.2.

E. This policy is not to be used for support staff employees who are demoted, suspended without pay,
or terminated.
1. In accordance with T.C.A. § 49-8-117, Support Staff Grievance Procedure, support staff

employees who are demoted, suspended without pay, or terminated must follow the grievance
process contained in Nashville State Policy 05-03-02.
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a. Support staff employees who wish to challenge other employment actions not covered by 
Policy 05-03-02, however, may utilize the procedures set forth in the policy, as applicable. 

b. If the grievance involves or is based on unlawful discrimination or unlawful harassment, 
the process set out in Nashville State Policy 06-00-04 must be utilized; however, if the 
President’s/Chancellor’s, as appropriate, decision includes demotion, suspension without 
pay, or termination, the employee so disciplined may use this procedure or the procedure 
described in TBR policy 1.06.00.05. 

F. An employee may choose to utilize the procedure for review by the grievance committee established 
pursuant to this Policy in actions relating to the suspension of employees for cause or termination in 
violation of an employment contract which fall under TBR Policy 1.06.00.05 (Cases Subject to UAPA) 
or TBR Policy 5.02.03.70 Section V.I.b.(2) (suspension of tenured faculty).  

G. The College may choose to utilize the procedure for review by the grievance committee, as 
established pursuant to this Policy, when resolving a complaint initiated pursuant to TBR Policy 
5.02.02.30 (Faculty Promotion at Community Colleges). 

II. Complaint Procedure 
A. A complaint must be filed within fifteen (15) workdays of the date the employee received notice 

or becomes aware of the action which forms the basis of the complaint. 
1. If the complaint arises from a repeated or continuing occurrence, the time limit begins from the 

date of the last such occurrence. 
2. Any complaint not presented within the time limit is waived and shall not be considered. 
3. Once a final determination is made, the employee may not later present the same complaint in 

an attempt to gain a more favorable outcome. 
B. Complaints should be submitted to the Director of Human Resources, or designee. All 

complaints must be submitted in writing. 
C. The College will endeavor to resolve complaints by: 
1. Allowing the employee to present facts and/or materials; 
2. Investigating the dispute; and 
3. Attempting to find a solution. 

a. The President or designee shall be the final decision maker. 
b. Complaints do not include a right to any type of hearing, adversarial proceeding, nor the 

right to appeal to the Chancellor, and do not carry any right to a committee review. 
III. Grievance Procedure 

A. Procedure 
1. A grievance must be initiated within fifteen (15) workdays after the employee receives notice or 

becomes aware of the action which is the basis for the grievance. 
2. The administrator considering the grievance at each step in the review process shall issue a 

written decision, stating specific reasons for the decision. 
3. If the employee is not satisfied with the decision at any step, he/she must carry the grievance 

forward to the next step within fifteen (15) workdays after receiving the written decision. 
a. If the employee does not carry the grievance forward within fifteen (15) workdays, the 

grievance procedure shall be terminated and the grievance disposed of in accordance with 
the last written decision. 

4. Any party involved in the grievance proceeding may request an extension of any deadline set 
forth in the policy. Requests for extension must be in writing, submitted to the Director of 
Human Resources, or designee, prior to the deadline expiring and establish good cause.   

5. Once a grievance is initiated, the grievant may not later present the same grievance again in an 
attempt to gain a more favorable outcome. 

B. Testimony, Witnesses and Representation 
1. At every step, the employee may testify and present witnesses and materials in support of 

his/her position. 
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a. The testimony of an employee, given either on his/her own behalf or as a witness for 
another employee, will not subject an employee to retaliatory action. 

2. At every step, the employee may be accompanied by a representative, if desired. 
3. A representative may be any colleague of the employee who is not in the employee’s work unit.  

A representative cannot act in a legal capacity or actively participate in any proceedings by 
speaking on the employee’s behalf, testifying, offering evidence, etc.      
a. a. At the discretion of the panel chair, additional employees from the grievant’s unit may 

be allowed to attend the employee panel hearing conducted as the final step. 
C. Steps of Review 

1. Step 1-- Supervisor or Administrator Instituting Employment Action: 
a. Within fifteen (15) workdays after the employee receives notice or becomes aware of the 

action which is the basis for the grievance, the employee completes a Grievance Form, 
obtained from the Office of Human Resources, submits it to the Director of Human 
Resources, or designee, and provides a copy to his/her supervisor or the administrator 
instituting employment action. While a particular form is not required to file a grievance, 
the employee must make it clear that he/she intends to utilize the grievance procedures 
for resolution of the employment action. 

b. Within fifteen (15) workdays after receipt of the grievance, the supervisor or administrator 
initiating employment action and the employee will meet and discuss the grievance in a 
face-to-face meeting. 

c. If the supervisor or administrator was not the one who recommended the original 
employment action, or is recommending a change from the original employment action, 
the supervisor or administrator will make a recommendation to the administrator who 
made the original employment action regarding an appropriate resolution/decision. 

d. Any changes from the original employment action must be approved by the President, in 
consultation with the Director of Human Resources, before being communicated to the 
employee. 

e. Within fifteen (15) workdays after the face-to-face meeting, the supervisor or administrator 
must communicate the decision in writing to the grievant, stating specific reasons for the 
decision. 

f. If the supervisor or administrator fails to respond or if the decision is not satisfactory to 
the employee, the employee may carry the grievance forward to Step 2. 

2. Step 2--Next Higher Level of Management: 
a. Within fifteen (15) workdays after receiving the written decision at Step 1, if the employee 

is not satisfied with the result of Step 1, the employee must notify the Director of Human 
Resources, or designee, that he/she wants further review. 
1. The Director of Human Resources, or designee, will schedule a face-to-face meeting 

to occur between the parties within fifteen (15) workdays after receiving notice that 
the employee wants further review by the next level administrator. 

b. Within fifteen (15) workdays after the face-to-face meeting, the next level administrator 
issues a written decision that includes specific reasons for the decision. 

c. Any changes from the original employment action must be approved by the President, in 
consultation with the Director of Human Resources, before being communicated to the 
employee. 

3. Step 3--Hearing: 
a. Within fifteen (15) workdays after receiving the written decision at Step 2, the employee 

can request a grievance hearing before a panel of employees. 
b. The employee must notify the Director of Human Resources, or designee, in writing 

whether he/she wants a hearing before an employee panel. 
c. Alternatively, the employee may request a hearing under TBR Policy 1.06.00.05 (Cases 

Subject to UAPA), if applicable. 
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d. If the employee requests a hearing before an employee panel, the Director of Human 
Resources, or designee, will select the panel members, convene the hearing and arrange 
for the grievance to be heard. 

e. The employee grievance panel may include non-exempt staff employees, exempt staff 
employees, or a combination of both exempt and non-exempt employees. 

f. The panel members representing the unit where the employee works may not serve on the 
grievance panel. 

g. Every effort will be made to select a diverse panel to hear the grievance. 
h. The grievance panel shall hear the grievance within fifteen (15) workdays, if practicable, 

after the date on which the employee submitted the written request for a hearing to the 
Director of Human Resources, or designee. 

i. The written recommendation of the institutional panel or commission is subject to review 
by the President. 

4. Step 4–Review by the President: 
a. The written recommendation of the grievance panel will be forwarded to the President for 

consideration. 
b. Within fifteen (15) work days, if practicable, the President, or a designee, will notify the 

grievant of the final decision. 
D. Grievances which are processed through the grievance committee and upon which the President has 

rendered a decision are appealable to the Chancellor only where the grievance falls within the 
parameters set out in TBR Policy 1.02.11.00. 

IV. Non-Retaliation 
A. No employee shall retaliate or discriminate against another employee because of the latter 

employee’s filing of a grievance or complaint. 
B. In addition, no employee shall coerce another employee or interfere with the action of another 

employee in the latter employee’s attempt to file a grievance or complaint. 
C. Administrative, academic and supervisory personnel are responsible for ensuring that the employee 

is free from retaliation, coercion and/or discrimination arising from the employee’s filing of or intent 
to file a grievance or complaint. 

V. Responsibility for Implementation 
A. The President, or designee, has ultimate responsibility for implementation of the grievance and 

complaint procedures. 
B. Administrative, academic, and supervisory personnel are responsible for insuring that they inform and 

make available to all employees information concerning their right to file a grievance or complaint 
and their right to be protected from retaliation. 

VI. Maintenance of Records 
A. Copies of written grievances and complaints, and accompanying responses and documentation will 

be maintained by the Office of Human Resources for at least two (2) years after the date of the 
employment decision. 

B. If a finding adverse to the grievant/complainant is made, the finding shall be maintained in the 
grievant/complainant’s personnel file.  

 
 
SOURCES 
T.C.A. §§ 49-8-203; 49-8-117 
 
RELATED POLICIES  
TBR Policies 1.02.11.00, 1.06.00.05, 5.02.02.03, 5.02.03.70, 5.02.03.30, TBR Guidelines P-080 and P-111 and 
Nashville State Policies 02-06-00, 02-07-00, 02-09-00, 05-03-02 and 06-00-04 
 
Approved by President’s Cabinet 11-14/22 
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PERSONNEL POLICY 
Complaint and Grievance Policy for 

Non-Exempt Staff 
Policy 05-03-02 

 
 

 
 
PURPOSE 
The purpose of this policy is to establish the process for support staff grievances and/or complaints at Nashville 
State Community College. 
 
DEFINITIONS 
• Support staff - means non-exempt employees who are not faculty, executive, administrative or professional 

staff. Student workers and graduate assistants are not included in this definition. 
• Grievance - means a complaint about one (1) or more of the following matters: 

o Demotion, suspension without pay or termination for cause; or 
o Work assignments or conditions of work which violate statute or policy. 

• Employment Action - means any action described under Grievance. 
• Complaint – A complaint is a concern which an employee wants to discuss with supervisory personnel in 

an effort to resolve the matter. Personnel actions such as performance evaluations, rates of pay, position 
re-classifications, job assignments, or position terminations due to reduction in force do not fall under the 
definition of complaint. 

• Workdays - for purposes of this procedure, the term “workdays” refers to Monday through Friday. 
 
POLICY/GUIDELINE 
I. Application of Policy 

A. The following procedure is to be used for support staff employees who wish to file a complaint or a 
grievance as defined above.  An employee demoted, suspended without pay or terminated must 
utilize this policy to grieve those employment actions unless the grievance involves or is based on 
unlawful discrimination or unlawful harassment.   

B. If the grievance involves or is based on unlawful discrimination or unlawful harassment, the process 
set out in Nashville State Policy 06-00-04 and TBR Guideline P-080 must be utilized; however, if the 
President’s decision includes demotion, suspension without pay, or termination, the employee so 
disciplined may use this procedure or the procedures described in TBR policy 1.06.00.05. 

C. Support staff employees who wish to file a complaint or grievance under this policy may request a 
standard complaint/grievance form from the Office of Human Resources. 

II. Complaint Procedure 
A. A complaint must be filed within fifteen (15) workdays of the date the employee received notice or 

becomes aware of the action which forms the basis of the complaint. 
1. If the complaint arises from a repeated or continuing occurrence, the time limit begins from the 

date of the last such occurrence. 
2. Any complaint not presented within the time limit is waived and shall not be considered. 
3. Once a final determination is made, the employee may not later present the same complaint in 

an attempt to gain a more favorable outcome. 
B. Complaints should be submitted to the Director of Human Resources, or designee. All complaints 

must be submitted in writing. 
C. The College will endeavor to resolve complaints by: 

1. Allowing the employee to present facts and/or materials; 
2. Investigating the dispute; and 
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3. Attempting to find a solution. 
a. The President or designee shall be the final decision maker. 
b. Complaints do not include a right to any type of hearing, adversarial proceeding, nor the 

right to appeal to the Chancellor, and do not carry any right to a committee review. 
III. Grievance Procedure 

A. Time for Filing 
1. A grievance must be initiated within fifteen (15) workdays after the employee receives notice or 

becomes aware of the action which is the basis for the grievance. 
2. The administrator considering the grievance at each step in the review process shall issue a 

written decision, stating specific reasons for the decision. 
3. If the employee is not satisfied with the decision at any step, he/she must carry the grievance 

forward to the next step within fifteen (15) workdays after receiving the written decision. 
a. If the employee does not carry the grievance forward within fifteen (15) workdays, the 

grievance procedure shall be terminated and the grievance disposed of in accordance with 
the last written decision. 

4. Any party involved in the grievance proceeding may request an extension of any deadline set 
forth in the policy. Requests for extension must be in writing, submitted to the Director of 
Human Resources, or designee, prior to the deadline expiring and establish good cause.  

5. Once a grievance is initiated, the grievant may not later present the same grievance again in an 
attempt to gain a more favorable outcome. 

B. Testimony, Witnesses and Representation 
1. At every step, the employee may testify and present witnesses and materials in support of 

his/her position. 
a. The testimony of an employee, given either on his/her own behalf or as a witness for 

another employee, will not subject an employee to retaliatory action. 
2. At every step, the employee may be accompanied by a representative, if desired. 
3. A representative may be any colleague of the employee who is not in the employee’s work unit.  

A representative cannot act in a legal capacity or actively participate in any proceedings by 
speaking on the employee’s behalf, testifying, offering evidence, etc.      
a. At the discretion of the panel chair, additional employees from the grievant’s unit may be 

allowed to attend the employee panel hearing conducted as the final step. 
C. Steps of Review 

1. Step 1-- Supervisor or Administrator Instituting Employment Action: 
a. Within fifteen (15) workdays after the employee receives notice or becomes aware of the 

action which is the basis for the grievance, the employee completes a Grievance Form, 
obtained from the Office of Human Resources, submits it to the Director of Human 
Resources, or designee, and provides a copy to his/her supervisor or the administrator 
instituting the employment action. While a particular form is not required to file a 
grievance, the employee must make it clear that he/she intends to utilize the grievance 
procedures for resolution of the employment action. 

b. Within fifteen (15) workdays after receipt of the grievance, the supervisor or administrator 
initiating the employment action and the employee will meet to discuss the grievance in a 
face-to-face meeting. 

c. If the supervisor or administrator was not the one who recommended the original 
employment action, the supervisor or administrator will make a recommendation to the 
administrator who made the original employment action regarding an appropriate 
resolution/decision. 

d. Any changes from the original employment action must be approved by the President, in 
consultation with the Director of Human Resources, before being communicated to the 
employee. 
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e. Within fifteen (15) workdays after the face-to-face meeting, the supervisor or administrator 
must communicate the decision in writing to the grievant, stating specific reasons for the 
decision. 

f. If the supervisor or administrator fails to respond or if the decision is not satisfactory to 
the employee, the employee may carry the grievance forward to Step 2. 

2. Step 2--Next Higher Level of Management: 
a. Within fifteen (15) workdays after receiving the written decision at Step 1, if the employee 

is not satisfied with the result of Step 1, the employee must notify the Director of Human 
Resources, or designee, that he/she wants further review. 
1. The Director of Human Resources, or designee, will schedule a face-to-face meeting 

to occur between the parties within fifteen (15) workdays after receiving notice that 
the employee wants further review by the next level administrator. 

b. Within fifteen (15) workdays after the face-to-face meeting, the next level administrator 
issues a written decision that includes specific reasons for the decision. 

c. Any changes from the original employment action must be approved by the President, in 
consultation with the Director of Human Resources, before being communicated to the 
employee. 

3. Step 3--Hearing: 
a. Within fifteen (15) workdays after receiving the written decision at Step 2, the employee 

can request a grievance hearing before a panel of employees. 
b. The employee must notify the Director of Human Resources, or designee, in writing 

whether he/she wants a hearing before an employee panel. 
c. Alternatively, the employee may request a hearing under TBR Policy 1:06:00:05 (Cases 

Subject to UAPA), if applicable. 
d. If the employee requests a hearing before an employee panel, the Director of Human 

Resources, or designee, will select the panel members, convene the hearing and arrange 
for the grievance to be heard. 

e. The employee grievance panel may include non-exempt staff employees, exempt staff 
employees or a combination of both exempt and non-exempt employees. 

f. The panel members representing the unit where the employee works may not serve on the 
grievance panel. 

g. Every effort will be made to select a diverse panel to hear the grievance. 
h. The grievance panel shall hear the grievance within fifteen (15) workdays, if practicable, 

after the date on which the employee submitted the written request for a hearing to the 
Director of Human Resources, or designee. 

i. The written recommendation of the institutional panel or commission is subject to review 
by the President. 

4. Step 4–Review by the President: 
a. The written recommendation of the grievance panel will be forwarded to the President for 

consideration. 
b. Within fifteen (15) work days, if practicable, the President, or a designee, will notify the 

grievant of the final decision. 
D. Grievances which are processed through the grievance committee and upon which the President has 

rendered a decision are appealable to the Chancellor only where the grievance falls within the 
parameters set out in TBR Policy 1.02.11.00. 

IV. Non-Retaliation 
A. No employee shall retaliate or discriminate against another employee because of the latter 

employee’s filing of a grievance or complaint. 
B. In addition, no employee shall coerce another employee or interfere with the action of another 

employee in the latter employee’s attempt to file a grievance or complaint. 
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C. Administrative, academic and supervisory personnel are responsible for ensuring that the employee 
is free from retaliation, coercion and/or discrimination arising from the employee’s filing of or intent 
to file a grievance or complaint. 

V. Responsibility for Implementation 
A. The President, or designee has ultimate responsibility for implementation of the grievance and 

complaint procedures. 
B. Administrative, academic, and supervisory personnel are responsible for insuring that they inform and 

make available to all employees information concerning their right to file a grievance or complaint 
and their right to be protected from retaliation. 

VI. Maintenance of Records 
A. Copies of written grievances and complaints, and accompanying responses and documentation will 

be maintained by the Office of Human Resources for at least two (2) years after the date of the 
employment decision. 

B. If a finding adverse to the grievant/complainant is made, the finding shall be maintained in the 
grievant/complainant’s personnel file. 

C. The College will submit information annually to the Tennessee Board of Regents summarizing 
grievance activities at the College. 

D. The Office of Human Resources will provide information regarding complaint and grievance 
procedures to new employees during new hire orientation.  

 
 
SOURCES 
T.C.A. §§ 49-8-203; 49-8-117; 4-5-301 et seq.; 9-8-307 and TB R Guideline P-111 
 
RELATED POLICIES  
TBR Policies 1.02.11.00 and 1.06.00.15 and TBR Guideline P-080 and Nashville State Policy 06-00-04 

 

 
Approved by President’s Cabinet 11-14-22 
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PERSONNEL POLICY 
Prevention of Workplace Violence 

Policy 05-04-01 
 
 

 
 
PURPOSE 
To provide all employees with a workplace environment free from physical violence, threats, and 
intimidation. 
 
DEFINITIONS 

1. Violence or threats - acts of violence or threats of aggression including gestures or, oral or written 
expression that: 

a. create fear of bodily harm; 
b. cause or can cause death or bodily injury; 
c. threaten the safety of a co-worker, student or member of the public; 
d. or, damage property. 

Acts of violence and threats of violence include, but are not limited to: verbal (such as threats, 
harassment, abuse or intimidation), nonverbal (such as gestures and intimidation), written 
communication (such as notes, e-mail), physical (such as hitting, pushing, shoving, kicking, touching and 
assault), and other (such as arson, sabotage, vandalism and stalking). 

2. On the Work Site/In the Workplace – all real property owned or occupied by TBR, as well as TBR vehicles 
and personal vehicles when in use performing state business. 

3. Reasonable Suspicion - the degree of knowledge sufficient to cause an ordinarily prudent and cautious 
person to believe that the circumstances being presented are more likely to be true than not. Reasonable 
suspicion must be based on an articulable, specific and objective basis and may include direct 
observation; or information received from a source believed to be reliable. 

4. Employee - for purposes of this guideline only, all persons receiving a payroll check from TBR or one of 
its institutions. 

 
POLICY/GUIDELINE 
I. Commitment to a Safe and Healthy Workplace 

A. Nashville State Community College (the “College”) has a strong commitment to its employees to 
provide a safe, healthy and secure work environment. 

B. The College also expects its employees to maintain a high level of productivity and efficiency. 
C. The use of violence or threats of violence in the workplace are inconsistent with these objectives. The 

College expects all employees to report to the work site and perform their duties in a safe and 
productive manner, without violence or threats of violence toward any other individual. Violence, 
threats, or intimidation toward any other individual will not be tolerated. 

D. TBR Policy 7.01.00.00, Firearms and Other Weapons, controls the possession and use of weapons on 
property owned or controlled by TBR and its institutions. To the extent that this policy conflicts with 
the provisions of that policy, that policy controls. 
 

II. Applicability 
A. The provisions of this policy apply to all College employees and to all College work sites owned or 

occupied by the College, TBR or its institutions. 
B. This policy also applies to any employee conduct, on or off the work site, which poses a substantial 

threat to persons or property within the College community. 
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III. Implementation 
A. It is the responsibility of the Office of Human Resources to ensure that all employees are informed 

about this policy. This policy shall be posted on the College’s websites and a copy of the policy shall 
be made available to each new employee. 

B. Employees who witness violence or threats of violence must immediately report such conduct to 
campus or local law enforcement, appropriate supervisor and the Director of Human Resources. 

C. Employees who are victims of violence or threats of violence in the workplace are encouraged to 
report such conduct to campus or local law enforcement, the appropriate supervisor and/or the 
Director of Human Resources. 
 

IV. Prohibited Activities 
A. The College specifically prohibits the following: 

1. Possessing, storing or using a weapon in violation of TBR Policy 7.01.00.00. 
2. Refusing to submit to an inspection for the presence of a prohibited weapon based on 

reasonable suspicion. 
3. Refusing to allow inspection of personal storage areas based on a reasonable suspicion that a 

prohibited weapon or weapons will be found in such area. 
4. Conviction under any criminal statute for the illegal use or possession of a weapon or for 

committing a violent act against the person or property of another. 
5. Refusing to cooperate in an investigation about allegations or suspicion that violence or threats 

of violence have or is likely to occur, or an investigation about the possession of a prohibited 
weapon by the employee or a co-employee. 

6. Engaging in violence or threats of violence. 
7. Repeated verbal abuse in the workplace, including derogatory remarks, insults, and epithets. 
8. Verbal, nonverbal, or physical conduct of a threatening, intimidating or humiliating nature in the 

workplace. 
B. An employee who engages in any of these prohibited activities will be subject to discipline, up to and 

including termination of employment. 
 

V. Permissible Activities 
A. The-following activities do not violate this policy: 

1. Disciplinary procedures conducted in accordance with College or TBR policies and guidelines; 
2. Routine coaching and counseling, including feedback about and correction of work 

performance; 
3. Reasonable work assignments, including shift, post, and overtime assignments; 
4. Individual differences in styles or personal expression that are otherwise legally permissible. 
5. Passionate, loud expression with no intent to harm others and that are otherwise legally 

permissible; 
6. Differences of opinion on work-related concerns; or 
7. The non-abusive exercise of managerial prerogative. 

 
VI. Reporting 

A. An employee who witnesses an incident of violence, threats of violence or suspicious behavior, must 
immediately report such conduct to campus or local law enforcement, as applicable, appropriate 
supervisor, and the Director of Human Resources. 

B. Any employee who is granted a court order requiring any other individual to stay away from the 
employee's place of work must furnish a copy of the order to the Office of Human Resources and 
campus law enforcement as soon as practicable. 

C. A supervisor who witnesses an incident of violence, threats of violence or suspicious behavior, must 
immediately report such conduct to campus or local law enforcement, as applicable, and the Director 
of Human Resources. 
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VII. Right to Search for Weapons 

A. The College has the right to search for illegally possessed weapons in any area on the institution's 
premises, including, but not limited to, lockers, furniture, containers, drawers, equipment or other 
facilities, lunch boxes, brief cases, personal bags, personal toolboxes or tool kits, parking lots, College-
owned vehicles and other vehicles parked on the institution's premises. Such searches may only be 
conducted by law enforcement officers and, when feasible, in consultation with the Office of 
General Counsel. 
 

VIII. Prohibition on Retaliation 
A. Employees who report incidents of threats, violence, intimidating conduct, or illegal possession of 

weapons; bring a complaint, or assist in the investigation of a complaint, will not be adversely affected 
in terms and conditions of employment, discriminated against or discharged because of their actions 
in this regard. 

 
SOURCES 
T.C.A. § 39-17-1309(e)(9); T.C.A. Title 50, Chapter 1, Part 5, The Healthy Workplace Act 
 
RELATED POLICIES  
TBR Policy 5.01.00.01 
 
Approved by President’s Cabinet 4-11-22 
 
 
 
 



 

 

NSCC Policy 07-01-00:  Clery Act Timely Warning Policy  

  

Purpose  

The purpose of this policy is to establish guidelines for the issuance timely warnings at 

Nashville State Community College when a crime has occurred on or near campus and 

is considered a continuing threat to the safety of the campus community.  

Definitions  

1. The Clery Act -- The Jeanne Clery Disclosure of Campus Security Policy and 

Campus Crime Statistics Act, codified at 20 U.S.C. § 1092(f) et seq. as a part of 

the Higher Education Act of 1965, is a federal law that requires colleges and 

universities to disclose certain timely and annual information about campus crime 

and security policies.  

2. Campus Security Authority – A Clery-specific term that encompasses four groups 

of individuals and organizations associated with an institution: 

• a campus police department or campus security department of an 

institution; 

• any individual or individuals who have responsibility for campus security but 

who do not constitute a campus police department or a campus security 

department; 

• any individual or organization to which students and employees should 

report criminal offenses; 

• an official of an institution who has significant responsibility for student and 

campus activities, including but not limited to, student discipline, and 

campus judicial proceedings. An official is defined as any person who has 

the authority and the duty to take action or respond to particular issues on 

behalf of the institution.   

Policy/Guideline    

A. Implement a Timely Warning 

1.  A warning must be issued when all three of the following conditions are 

met:   

i. It occurs on or near a Nashville State campus. 

ii. One of the following Clery Act crimes are committed: 

1. Arson 

2. Aggravated Assault 

3. Burglary 

4. Murder 

5. Manslaughter 

6. Motor Vehicle Theft 

7. Robbery 

8. Sex Offenses 



 

 

9. Arrest for Weapons Violations 

10. Arrest for Liquor Law Violations 

11. Arrest for Drug Violations 

12. Hate Crimes involving 

a. Larceny – theft 

b. Intimidation 

c. Simple Assault 

d. Destruction, damage, or vandalism of property 

iii. The crime is considered by the Campus Security Authority to 

represent a continuing threat to students or employees. 

2. A warning may be issued regarding other crimes (e.g., burglaries where 

force may have been used to gain entry, illegal weapons possession) as 

deemed necessary by Campus Authorities. 

3. The timely warning issuance decision is documented on an Incident 

Report Form.  

4. The Chief of Police and the Guard on duty will review each incident and 

make a recommendation to the Senior Staff as to the requirement to issue 

a timely warning. 

5. Based upon this recommendation, Senior Staff is responsible for making 

the decision whether a timely warning will be issued. 

6. If circumstances are such that consultations cannot take place, the Chief 

of Police has exclusive authorization by the President to activate alert 

systems as warranted and without delay. 

 

B. Determining Whether a Continued Threat Exists 

1. Whether a reported crime constitutes a continuing threat must be decided 

on a case-by-case basis in light of all the facts surrounding a crime, 

including factors such as the nature of the crime, the continuing danger to 

the campus community and the possible risk of compromising law 

enforcement efforts. 

2. Examples of crimes that could constitute a continuing threat include, but are 

not limited to: 

i. A serial crime that targets certain campus populations such as sex 

crimes, or race-based crimes in which the perpetrator has not been 

apprehended. 

ii. A crime in which there is no apparent connection between 

perpetrator and victim and the perpetrator has not been 

apprehended. 

3. Examples of crimes that would not constitute a continuing threat include, 

but are not limited to: 

i. Crimes in which the perpetrator has been apprehended, thereby 

neutralizing the threat. 



 

 

ii. Crimes in which the perpetrator targets specific individuals to the 

exclusion of others, such as domestic violence. 

 

C. Timely Warning Notice Content 

1. The warning must contain sufficient information about the nature of the 

threat to allow members of the campus to “take action” to protect 

themselves. 

i. A brief description of the incident;  

ii. Possible connection to previous incidents, if applicable;  

iii. Physical description of the suspect; 

iv. Photo evidence of the suspect, if available;  

v. Date and time the warning was released; and 

vi. Other relevant and important information. 

2. In some cases, law enforcement may need to keep some facts 

confidential to avoid compromising an investigation. 

 

D. Timely Warning Distribution 

1. The Office of Campus Safety and Security, in coordination with the Office 

of Marketing and Public Information, is responsible for issuing timely 

warnings.  

2. If a crime is considered by the College to represent a serious or continuing 

threat, e.g., an armed intruder on campus, a warning shall be issued 

immediately with few facts and then be continually updated until the threat 

is contained or neutralized 

3. Depending on the circumstances, any of the following methods, or 

combinations thereof, may be used:  

i. Text alerts to registered mobile phones.  

ii. Campus-wide e-mail. 

iii. Posting to the College’s home page. 

iv. Posting of notices. 

v. Public address and paging system. 

vi. Press release. 

 

Sources  

Jean Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act 

Crime Awareness and Campus Security Act of 1990 

Higher Education Act of 1965; Violence Against Women Reauthorization Act of 2013 

The Handbook for Campus Safety and Security Reporting, USDOE 

 

Related Policies  



 

 

 

 

Approved by President’s Cabinet 8/9/21 

 



NSCC Policy 07-02-00:  Emergency Preparedness Policy  

Purpose  

This Emergency Preparedness policy outlines Nashville State’s responsibility to improve the protection 
of lives and property through the effective use of institutional resources. Nashville State’s policy will 
help mitigate the potential effects of the various hazards that might impact the institution, to prepare 
for the implementation of measures which will preserve life and minimize damage, to respond 
effectively to the needs of the institution’s community during emergencies, and to provide a recovery 
system to return the institution and its community to a normal status as soon as possible after such 
emergencies. 

Definitions  

• Minor Emergency - Any potential or actual incident that does not seriously affect the overall 
functional capacity of the institution. Emergencies in this category will be handled according to 
the established procedures of those work units responsible for responding to these 
emergencies. Notifications to senior administrators regarding the incident will be made 
consistent with the standard protocols of the responding work units. 

• Major Emergency - Any potential or actual incident that substantially disrupts a significant 
portion of the overall operations of the institution. Outside emergency services, as well as major 
commitment of campus support services, may be required. Nashville State Police Department 
will take immediate action to meet the emergency and safeguard persons and property. Major 
policy considerations will be required from higher levels of campus authority. The Emergency 
Preparedness Plan may be activated at the direction of the President, or designee in the event 
of a major emergency. 

• Building Emergency - A condition during which a specific building and its occupants are 
subjected to, or potentially subjected to, special precautions/actions necessary to maintain 
order and to safeguard institutional personnel and property. Upon determination that 
conditions exist which could lead to a state of emergency or have the potential of existing in a 
single building through events restricted to a building (e.g., bomb threat, equipment 
malfunction, etc.), the designated administrator shall be notified immediately. The 
administrator will immediately inform the President or designee. The appropriate 
administrators shall implement the necessary procedures and notify appropriate personnel to 
ensure the safety and protection of the persons and property in the building. The Emergency 
Management Response Team shall be informed as soon as is possible. 

• Disaster - An event or incident that seriously impairs or halts the operations of the institution. A 
disaster may result in multiple casualties and severe property damage. A coordinated effort of 
all campus services will be required. Outside emergency resources will be required. The 
emergency response plan will be activated by the President, or designee. 
 

Policy/Guideline    

I. Introduction 
a. An emergency management plan addresses all types of emergency functions within 

Nashville State.   



b. A state of emergency may be declared at any time an emergency reaches such 
proportions that it cannot be handled by routine measures.  Such emergencies may 
include, but not be limited to: tornados, earthquakes, winter storms, fires, infectious 
diseases, hazardous chemical spills, transportation accidents, explosions, utility outages, 
civil disturbances, bombs, hostage situations, terrorist activities, active threats, and/or 
technological hazards.   

c. Since emergencies normally occur without warning, plans and procedures should be 
designed to provide sufficient flexibility to accommodate contingencies of assorted 
types and magnitudes.   

d. The emergency preparedness plan must be reviewed and revised, as necessary, on at 
least an annual basis by senior administrators in conjunction with the institutional 
emergency response management team.   

e. Additionally, aspects of the plan must be tested in training exercises and drills consistent 
with Federal and State law.   

 
II. Policy of the Institutional 

a. This policy requires a written emergency preparedness plan that is developed and 
implemented consistent with the concepts and principles of the National Incident 
Management System, incorporating elements of the Incident Command System.  The 
emergency preparedness plan will follow the following outline: 
 

Basic Plan 
1. Introductory Material 
1.1. Cover Page 
1.2. Promulgation Document and Signatures Page 
1.3. Approval and Implementation 
1.4. Record of Changes 
1.5. Record of Distribution 
1.6. Table of Contents 
2. Purpose, Scope, Situation Overview, and Assumptions 
2.1. Purpose 
2.2. Situation Overview 
2.3. Planning Assumptions 
3. Concept of Operations 
4. Organization and Assignment of Responsibilities 
5. Direction, Control, and Coordination 
6. Information Collection, Analysis, and Dissemination 
7. Training and Exercises 
8. Administration, Finance, and Logistics 
9. Plan Development and Maintenance 
10. Authorities and References 
Functional Annexes 
1. Evacuation 
2. Deny Entry or Closing (Lockdown) 
3. Shelter-in-Place or Secure-In-Place 
4. Accounting for All Persons 
5. Communications and Notifications 
6. Continuity of Operations (COOP) 



7. Recovery 
8. Public Health, Medical and Mental Health 
9. Security 
10. Rapid Assessment 
Threat- or Hazard-Specific Annexes 
1. Severe Storm 
2. Earthquake 
3. Tornado 
4. Hazardous Materials Incident 
5. Mass Casualty Incident 
6. Active Shooter 
7. Pandemic or Disease Outbreak 
8. Bomb Threat or Explosion 

 
b. The plan will create an emergency response management team and designate which 

roles should be assigned to the team.  The plan will establish a clear chain of command 
outlining institutional employees with authority to act in response to the emergency.  
This team will serve to support the President during an emergency.   

 
c. The plan will designate the employee(s) authorized to declare an emergency.  If an 

emergency is declared, the employee(s) authorizing the declaration will cause the 
emergency response management team members (as well as others as directed by the 
President) to be contacted, advise them that an emergency has been declared, and 
direct them to respond to the emergency operations center.  A systematic calling plan 
must be established to ensure that all team members receive timely notification of the 
official declaration of emergency. 

 
d. The plan will designate a campus location that will serve as an emergency operations 

center.  An alternative location will be designated in the event that the primary location 
is not available.  Members of the emergency response management team and any 
others directed by the President will be present in the emergency operations center 
during emergencies.  Minutes will be recorded during these meetings to document all 
significant events and actions taken.  A communications log will be maintained to reflect 
the time and date of every significant communication to/from the emergency 
operations center, whom the communication was received from/sent by, to whom the 
communication was directed, the nature of the communication, and any action resulting 
from the communication. 

 
e. The plan will authorize the establishment of a command post on campus that is near the 

scene of the emergency.  The plan will designate an employee to establish and manage 
the command post.  Senior leadership and directors whose personnel are directly 
involved in the emergency response will report to the command post, as will 
commanders from responding agencies external to the institution.  Operational 
decisions relative to the emergency response will be coordinated from the command 
post.  The command post will maintain contact with the emergency operations center 
for purposes of instruction, status reports, and requests for support.   

 



f. The plan will authorize an appropriate administrator to determine that an evacuation is 
necessary and to issue an evacuation order.  The institution will designate appropriate 
locations as “shelter locations” at each campus building.   

 
g. The plan will have procedures detailing how to manage communication for internal 

stakeholders and media inquiries during an emergency situation and designate the 
administrator to respond to the news media and internal stakeholders’ inquiries.  No 
other institutional employee is authorized to release information to news media 
representatives.  The procedure must include a process through which the institution 
will notify the TBR public relations office of published press releases related to the 
emergency situation.  Media personnel will not be allowed into secure areas without an 
appropriate escort.  

 
h. The plan will have a procedure to manage volunteers who respond to an emergency 

situation.  Volunteers should be directed to a central location for registration and 
assignment.  During the registration process volunteers will be required to provide some 
form of reliable identification.  A log will be maintained to reflect the name, address, 
date of birth, driver’s license number, any particular skill of each volunteer, the name of 
the supervisor to whom they are assigned, and the number of the identification card 
issued to the volunteer.  If practical, each volunteer will sign a standard volunteer 
release form and be issued an identification card that will be affixed to their outer 
clothing. 

 
i. The plan will include emergency purchasing procedures to manage purchase during an 

emergency situation.  All purchases will be handled in the shortest possible time frame.  
Where possible, the purchases will be used making procurement cards.  A record of all 
emergency related expenditures will be maintained by the work unit making those 
expenditures.  A copy is to be sent to the emergency operations center. 

 
j. The plan will include guidelines to transport persons and/or equipment during an 

emergency.  An institutional department will be designated to be responsible for 
providing vehicles for evacuations and other emergency related activities.   

 
k. The plan will establish alternate communication options for use during an emergency 

response period.  The primary means of communications during an emergency are 
telephones, cell phones, and two-way radios.  If the institutional phone system has been 
rendered inoperable or if the emergency incident is a bomb threat, then the emergency 
operations center will use cell phones and radios.  Radios will be the primary 
communications medium if landline phones and cell phones are inoperable.  

 
l. The plan will establish a procedure to document activities in response to an emergency.  

Each department/office should be instructed to maintain a record of all emergency-
related activities performed by the personnel of that work unit. The record will reflect 
the personnel worker hours (for non-exempt staff), as well the assignments of 
personnel, and the work performed by each work unit, and other resources expended in 
response to the emergency. 

 



m. Campus maps and building prints will be included in the plan to the extent that doing so 
does not compromise security of the institution.   

 
n. The plan will establish a student assistance coordinating committee that will meet 

regularly to evaluate the needs and provide necessary assistance to students who are 
identified as distressed, disturbed, disruptive, and/or dangerous.  The plan will require 
all faculty and designated staff to complete training regarding the identification and 
management of distressed, disturbed, disruptive, and/or dangerous students.  A method 
will be established to maintain records certifying that all faculty, including adjunct 
faculty, and designated staff complete annual training regarding the identification and 
management of distressed students.  

 
o. Electronic and hard copies of the plan will be maintained by all members of the 

emergency response management team and department/office heads who have 
significant roles in responding to emergencies.  The plan should also be maintained in 
the security department.  An electronic copy of the plan must be maintained in a 
manner that will permit access during an emergency (e.g., saved on OneDrive).  
Department/office heads should establish appropriate procedures within their work 
units to facilitate plan implementation.  On an annual basis the President, in 
consultation with the emergency response management team will review the plan and 
update/modify the plan as necessary. 

 
p. The plan will require appropriate training for all personnel regarding the plan and the 

plan will be posted on the website.  Members of management should ensure that they 
and members of their staff are knowledgeable concerning the contents of the 
emergency preparedness plan.  All employees must have knowledge of the contents and 
procedures of the institution’s plan. On a periodic basis different aspect of the plan 
should be tested, either through simulated exercises or in-service training, as 
appropriate. 

  
Sources 
 
Tennessee Board of Regents Emergency Preparedness Plan B-100 
 
Tennessee Board of Regents Emergency Management Planning 4.01.05.70 
 
T.C.A. § 49-8-203  
 
National Incident Management System 
 
Approved by President’s Cabinet 1/10/22 



NSCC Policy 07-03-00:  Firearms and Other Weapons on Campus 

  

Purpose  

To maintain a safe educational and working environment for students and employees by establishing 
rules for possessing and carrying firearms and other weapons on Nashville State Community College 
(NSCC) property.   

Definitions  

As used in this policy: 

• “Carry” means to physically transport a firearm or other weapon on or about the body. 
• “Concealed” means not visible to ordinary observation. 
• “Employee” means all faculty, executive, administrative, professional and support staff 

employed in the service of and whose compensation is paid by a TBR institution. “Employee” 
does not include independent contractors who provide goods or services to the institution or 
student workers as defined in TBR Policy 5:01:01:00 General Personnel Policy. 

• “Full-time Employee” includes all faculty, executive, administrative, professional and support 
staff who are employed on a full-time basis by a TBR institution, but does NOT include a person 
who is enrolled as a student at the institution, regardless of whether the person is also an 
employee. A full-time employee is one who has a regular work week of at least 37.5 hours, or 
who is scheduled to carry a full teaching load or its equivalent. This includes full-time modified 
fiscal year (MODFY) employees, temporary employees and term appointees who have a 
regular work week of at least 37.5 hours or are scheduled to carry a full teaching load or its 
equivalent. “Full-time Employee” does NOT include independent contractors who provide 
goods or services to the institution. For example, if an institution contracts for custodial 
services or food services, the contractor’s employees are NOT allowed to carry a handgun on 
the premises, even if they work on the premises full time. 

• “Enrolled as a Student” as used in the definition of “Full-time Employee” means to be 
registered for an academic offering at the TBR institution where one is employed, whether or 
not the academic offering is offered for credit or is not for credit. “Enrolled as a Student” does 
not include being registered for an academic offering that is delivered solely online, with no 
requirement for the student to appear on campus in order to complete the course. 

• “Firearm” means any weapon designed, made or adapted to expel a projectile by the action 
of an explosive or any device readily convertible to that use. 

• “Handgun” means any firearm with a barrel length of less than twelve inches (12”) that is 
designed, made or adapted to be fired with one (1) hand. 

• “Institution Property” means all land, ground, structures, and any other real property owned, 
operated or controlled by a TBR institution. 

• “Motor Vehicle” means a motor vehicle as defined in T.C.A. § 55-1-103. 



• “On or About the Person” means carried concealed on the person or carried concealed in a 
handbag, briefcase or other carrying case that remains within an arm’s reach of the person at 
all times. 

• “Parking Area” means property provided by the TBR institution for the purpose of permitting 
employees, students, or invitees to park motor vehicles. 

• “Possess” means either: (1) direct physical control over a firearm or other weapon at a given 
time; or (2) the power and intention at any given time to exercise dominion and control over 
a firearm or other weapon. Examples of possessing a firearm or other weapon include, 
without limitation, the presence of a firearm or other weapon on or about the person of the 
employee or in the employee’s motor vehicle, desk, lunch box, locker, tool kit, bag, purse, 
cabinet, or office. 

• “Student” means any person who is admitted and/or registered for study at a TBR institution 
for the current academic period. This shall include any period of time following admission 
and/or registration, but preceding the start of classes for any academic period. It will also 
include any period which follows the end of an academic period through the last day for 
registration for the succeeding academic period, and during any period while the student is 
under suspension from the institution. 

• “Valid Handgun Carry Permit” or "Enhanced Handgun Carry Permit" means a current handgun 
carry permit issued by the State of Tennessee under T.C.A. § 39-17-1351 or issued by another 
state that has been given reciprocity under T.C.A. § 39-17-1351(r). 

• “Weapon” means firearm; explosive; explosive weapon; bowie knife; hawk bill knife; ice pick; 
dagger; slingshot; leaded cane; switchblade knife; blackjack; metal knuckles; razors and razor 
blades, except those used solely for personal shaving; any sharp pointed or edged instrument, 
except unaltered nail files and clips and tools used solely for preparation of food instruction 
and maintenance; or any other weapon of like kind, not used solely for instructional or school-
sanctioned ceremonial purposes.  

Policy/Guideline    

I. General Prohibition. 
A.  Except as otherwise provided in this policy, possession of firearms or other weapons 

on college property is prohibited. (T.C.A. §39-17-1309) (See Exhibit 1, Guide to Gun 
Laws on Campus). The permitless/ constitutional carry legislation enacted by PC-108 
effective July 1, 2021 does NOT apply to TBR property.  The requirements of T.C.A. § 
39-17-1309 and this policy remain in effect. 
 

II.  Exceptions for Employees with Valid Handgun Carry Permits/Enhanced Carry Permits. 
A. In accordance with T.C.A. § 39-17-1309(e)(11) and subject to the limitations set forth 

in this policy, full-time employees who possess a valid handgun carry 
permit/enhanced handgun carry permit and are authorized to carry a handgun 
under T.C.A. § 39-17-1351 may carry a handgun on property owned, operated, or 
controlled by the TBR institution at which they are employed, provided that they are 
not permitted to carry a handgun openly or in any manner in which the handgun is 



visible to ordinary observation, unless the employee is carrying, displaying, or 
employing the handgun in justifiable self-defense or in justifiable defense of another 
during the commission of a crime in which the employee or other person defended 
was a victim. 

i. Full-time employees who intend to exercise this right to carry a handgun 

must first register with the law enforcement agency or agencies designated 

by their employing institution to receive that registration. If an institution has 

locations in more than one jurisdiction, the employee must register with the 

law enforcement agency in each jurisdiction where they intend to carry on 

campus. (See Exhibit 2, Handgun Carry Notification & Summary of Campus 

Concealed Carry Rights & Responsibilities) 

ii. The registering employees’ names and other identifying information shall be 

confidential, not open for public inspection and shall not be disclosed except 

to the administrative officer of the institution responsible for security of the 

institution. However, that administrative officer will not be provided with the 

names or other identifying information of employees under their direct 

supervision or for whom they evaluate job performance. 

iii. The institution’s designated law enforcement agency shall develop and 

implement policies and procedures regarding the registration and 

confidentiality. 

iv. Registered employees may not carry a handgun on the property of any TBR 

institution other than their employing institution. If two or more institutions 

share a property, properly registered employees of all sharing institutions 

may carry on the shared property. 

v. Full-time employees who elect to carry a handgun under T.C.A. § 39-17- 

1309(e)(11) shall have their valid handgun carry permit/enhanced handgun 

carry permit in their immediate possession at all times when carrying a 

handgun and shall display the permit on demand of a law enforcement 

officer. 



vi. Part-time employees may not carry a handgun on institution property, even if 

they have carry permits. 

vii. The institution’s designated law enforcement agency may develop and 

implement a course or courses to be offered to employees electing to carry a 

handgun under T.C.A. § 39-17-1309(e)(11). Firearm safety shall be a 

component of any such course offered. Institutions are not required to offer 

such courses. Employees are not required to participate in such courses if 

they are offered. 

viii. Employees who elect to carry a handgun under T.C.A. § 39-17-

1309(e)(11) are not permitted to carry a handgun at the following times and 

at the following locations: 

1. Stadiums, gymnasiums, and auditoriums when school-sponsored 

events are in progress, such as ball games; pep rallies; convocations; 

graduations; concerts, plays and other entertainment; etc. This 

includes such events that are sponsored by recognized student 

organizations. 

2. Formal meetings regarding employee or student disciplinary matters. 

3. Formal meetings regarding tenure issues. 

4. A hospital, or an office where medical or mental health services are 

the primary services provided, such as a clinic, student health center 

or a mental health counseling center. 

5. Any location where a provision of state or federal law prohibits the 

carrying of a handgun on that property, including, but not limited to: 

a. On the premises of a child care agency, in any vehicle used by 

a child care agency to transport children, or in the presence of 

a child being cared for by a child care agency, such as a 

campus day care center. (Source: Rules of the Tennessee 

Department of Human Services, Chapter 1240-04-03, 

Licensure Rules for Child Care Centers); 



b. In or on any public K-12 school building, bus, school campus, 

grounds, recreation area, athletic field or any other property 

owned, operated, or while in use by any K-12 board of 

education, school, or directors for the administration of any 

public or private K-12 educational institution. This includes 

buildings or parts of buildings that are dedicated to use by a 

campus K-12 school, middle college, etc. (Source: T.C.A. § 39-

17-1309); 

c. In or on any building, bus, campus, grounds, recreation area, 

athletic field or any other property owned, operated, or while 

in use by a private institution of higher education that 

prohibits possession of firearms on its property. For example, 

if a TBR institution operates in a facility shared with a private 

institution of higher education that prohibits firearms on its 

property, a TBR employee will not be able to carry a handgun 

into the portion of the facility controlled by the private 

institution. (Source: T.C.A. § 39-17-1309); 

d. A public park, playground, civic center or other building 

facility, area or property which, at the time of the employee’s 

possession of a handgun, the employee knows or should know 

is being used by board of education, school, college or 

university board of trustees, regents, or directors for the 

administration of any public or private educational institution 

for the purpose of conducting an athletic event or other 

school-related activity on an athletic field, permanent or 

temporary, including but not limited to, a football or soccer 

field, tennis court, basketball court, track, running trail, 

Frisbee field, or similar multi-use field (Source: T.C.A. § 39-17-

1311); and 



e. A federal facility. (Source: 18 United States Code § 1930) 

6. Property leased to the institution, if the lessor has prohibited the 

possession of firearms on the premises. 

ix. The employee shall not possess a handgun: 

1. While under the influence of alcohol or any controlled substance or 

controlled substance analogue (Source: T.C.A. § 39-17-1321); or 

2. While consuming liquor, wine, beer, or other alcoholic beverage 

within the confines of an establishment open to the public where 

liquor, wine, beer, or other alcoholic beverages are served for 

consumption on the premises. (Source: T.C.A. § 39-17-1321) 

x. Employees who elect to carry a handgun under T.C.A. § 39-17-1309(e)(11) 

shall not disclose the fact that they are carrying a handgun with the intent to 

intimidate or threaten other employees, students or third parties. 

A. Any employee who is legally permitted to possess a firearm under Tennessee law 

may, unless expressly prohibited by federal law, transport and store a firearm or 

firearm ammunition in the permit holder’s motor vehicle while on or utilizing a 

parking area if: 

1. The employee’s motor vehicle is parked in a location where it is permitted to 

be, and 

2. The firearm or ammunition being transported or stored in the motor vehicle: 

a. Is kept from ordinary observation if the employee is in the motor 

vehicle; or 

b. Is kept from ordinary observation and locked within the trunk, glove 

box, or interior of the employee’s motor vehicle or a container 

securely affixed to such motor vehicle if the employee is not in the 

motor vehicle. 

3. An employee transporting, storing or both transporting and storing a firearm 

or firearm ammunition in accordance with this paragraph does not violate 

this policy or the law if the firearm or firearm ammunition is observed by 



another person or security device during the ordinary course of the 

employee securing the firearm or firearm ammunition from observation in or 

on a motor vehicle. 

B. When on the premises of the TBR institution where they are employed, employees 

who are registered to carry a handgun on the premises under T.C.A. § 39-17-

1309(e)(11) and this policy must have the handgun either: 

1. On or about their person, which means that the gun must be carried 

concealed on the person or it must be carried concealed in a handbag, 

briefcase or other carrying case that remains within an arm’s reach of the 

person at all times; or 

2. Secured in their personal motor vehicle in accordance with T.C.A. § 39- 17-

1313. 

III. Other Exceptions to the Prohibition on Weapons 

C. A person may possess or carry a firearm or other weapon used solely for 

instructional or school-sanctioned ceremonial purposes on institution property. 

D. A non-student adult may possess a firearm, if the firearm is contained within a 

private vehicle operated by the adult and is not handled by the adult, or by any other 

person, while the vehicle is on institution property. 

E. Persons employed in the Army, Air Force, Navy, Coast Guard or Marine service of the 

United States or any member of the Tennessee National Guard, when in the 

discharge of their official duties and acting under orders requiring them to carry 

arms or weapons, may possess the weapons required by the orders. 

F. Civil officers of the United States in the discharge of their official duties may possess 

required weapons. 

G. Officers and soldiers of the militia and the National Guard, when called into actual 

service, may possess required weapons. 

H. POST-certified, active-duty law enforcement officers, whether on or off duty, may 

possess and carry their service firearm on institution property. 



IV. Right to Search for Weapons 

I. Any TBR institution has the right to search for illegally possessed weapons in any 

area on the institution’s premises, including, but not limited to, lockers, furniture, 

containers, drawers, equipment or other facilities, lunch boxes, brief cases, personal 

bags, personal toolboxes or tool kits, parking lots, TBR vehicles and other vehicles 

parked on the institution’s premises. 

1. Such searches may only be conducted by law enforcement officers. 

V. Sanctions 

J. Violation of the applicable laws regarding possession of firearms or other weapons 

on TBR institution property shall be reported to the law enforcement agency or 

agencies having jurisdiction and may result in arrest and prosecution. 

K. Violation of this policy and/or the applicable laws regarding possession of firearms or 

other weapons on TBR institution property shall result in disciplinary action, up to 

and including immediate termination of employment or expulsion from the 

institution. 

L. No TBR institution shall take any adverse employment or disciplinary action against 

an employee or student based solely on the fact that the person has carried a 

handgun on TBR institution property in compliance with T.C.A. § 39-17- 1309(e)(11) 

and this policy or stored a firearm or firearm ammunition in a motor vehicle on 

institution property in compliance with T.C.A. § 39-17-1313. 

VI. Limitations of Liability 

M. Unless carrying a handgun is a requirement of the employee’s job description, the 

carrying of a handgun as allowed by T.C.A. § 39-17-1309(e)(11) is a personal choice 

of the employee and not a requirement of the employing institution. Consequently, 

an employee who carries a handgun on property owned, operated or controlled by 

the TBR institution at which the employee is employed is not: 

1. Acting in the course of or scope of their employment when carrying or 

using the handgun; 



2. Entitled to workers’ compensation benefits under T.C.A. § 9-8- 

307(a)(1)(K) for injuries arising from the carrying or use of a handgun; 

or 

3. Immune from personal liability with respect to use or carrying of a 

handgun under T.C.A. § 9-8-307(h). 

N. A TBR institution is absolutely immune from claims for monetary damages arising 

solely from or related to an employee’s use of, or failure to use, a handgun by an 

employee of that institution who has elected to carry a handgun under T.C.A. § 39-

17-1309(e)(11). 
 

 

Sources 

• TBR Policy 7:01:00:00 - T.C.A § 39-12-1309; T.C.A § 39-17-1313; T.C.A §39-17-1351: T.C.A § 
39-17-1359; Public Chapter 806, 2016, Public Chapter 1061, 2016.  

• Exhibit 1 Guide to Gun Laws on Campus 

 

Related Policies  

• Procedures for Intent to Carry Handgun on Campus Notification 
• Exhibit 2 Handgun Carry Notification Form 
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NSCC Policy 08-01-00 Technology Services Help Desk 

  

Purpose  

The purpose of this policy is to define the establishment and purpose of the Technology 

Services Help Desk. 

Policy   

The Technology Services Help Desk will act as liaison for students, faculty and staff with 

the Technology Services Division. 

The Technology Services Help Desk opens service tickets to record requests made by 

students, faculty and staff directed toward the Technology Services Division staff, 

although many requests not requiring escalation to an Analyst or Technician may be 

fulfilled by the Help Desk directly. 

The Technology Services Help Desk maintains a web site, “helpdesk.nscc.edu” in which 

information addressing common service requests can be found. 

The Technology Services Help Desk maintains and supervises an Open Computer Lab 

available to students who need a Dell or Apple computer for class assignments. 

Change Log 

  

Date Change By 

3/17/2021 Policy created PAK 
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NSCC Policy 08-03-00 Acceptable Use Policy 

Purpose  
 
This document represents the Nashville State Community College’s (NSCC) policy for 
the acceptable use of computers and networks that are made available to faculty, staff, 
and students. The act of accessing your computer account represents your acceptance 
of the following policy. 
 
The objectives of this policy include: 1) to articulate the rights and responsibilities of 

persons using information technology resources owned, leased, or administered by 

Nashville State Community College (NSCC); 2) to protect the interests of users and 

NSCC; and 3) to facilitate the efficient operation of NSCC information technology 

systems. 

Definitions 

“Information technology resources” or “IT resources” include computers and computer 

time, data processing or storage functions, computer systems and services, servers, 

networks, printers and other input/output and connecting devices, and related computer 

records, programs, software, and documentation. 

“Personal or private for-profit use” shall mean a use of NSCC information technology 

resources which has as a primary objective financial gain of the user. Activities by a 

student which are typical of the student job search process (e.g. use of campus e-mail 

to contact potential employers) are not to be considered personal or private for-profit 

uses. 

"Public record" means all documents, papers, letters, maps, books, photographs, 

microfilms, electronic data processing files and output, films, sound recordings, or other 

material, regardless of physical form or characteristics made or received pursuant to law 

or ordinance or in connection with the transaction of official business by any 

governmental agency. TCA § 10-7- 301(6) 

This policy shall apply to all persons and organizations using the information technology 

facilities and resources owned, leased or administered by NSCC, including all persons 

employed (either as full-time, part-time or temporary employees or as independent 

contractors) by NSCC and all students enrolled at NSCC. Those provisions contained 

herein which apply solely to employees and independent contractors are so identified 

individually. Unless so identified, provisions contained herein apply equally to all 

persons and organizations covered by this policy. 

Policy 



The following lists of user responsibilities are intended to be illustrative, and not 

exhaustive. 

Section 1.1 Access 

1) Users shall obtain proper authorization before using NSCC information technology 

resources. 

2) Users shall not use NSCC information technology resources for purposes beyond 

those for which they are authorized. 

3) Users shall not share access privileges (account numbers, usernames, and 

passwords) with persons who are not authorized to use them. 

4) Users shall not use NSCC information technology resources in an attempt to access 

or to actually access computers external to the NSCC system when that access is not 

authorized by the computer’s owner (no “hacking” allowed). 

Section 1.2 Respect for Others 

1) A user shall not attempt to obstruct usage or deny access to other users. This 

would include but is not limited to use of disk space as well as use of bandwidth. 

2) Users shall not transmit or distribute material that would be in violation of existing 

NSCC policies or guidelines using NSCC information technology resources. 

3) Users shall respect the privacy of other users, and specifically shall not read, 

delete, copy, or modify another user’s data, information, files, e-mail or programs 

(collectively, “electronic files”) without the other user’s permission. Users should 

note that there should be no expectation of privacy in electronic files stored on 

the resident memory of a computer available for general public access, and such 

files are subject to unannounced deletion. In all circumstances, the fact that a 

resource is unprotected does not imply permission for an unauthorized person to 

use it. 

4)  Users shall not intentionally introduce any program or data intended to disrupt 

normal operations (e.g. a computer “virus” or “worm”) into NSCC information 

technology resources. 

5)  Forgery or attempted forgery of e-mail messages is prohibited. 

6) Sending or attempts to send unsolicited junk mail or chain letters is prohibited. 

7) Flooding or attempts to flood a user’s mailbox is prohibited. 

8)  Users of computing resources are expected to conduct themselves in a manner 

that does not constitute a danger to any person's health or safety, interfere with, 

or harass individuals or institutional activities. 

9) Only email messages conveying information concerning official college business 

are to be broadcast to all or most users of the NSCC email system(s). For 



purposes of clarity, “Official College Business”, means information regarding 

safety, security, or that which is necessary to maintain the day to day efficient 

function of the College, specifically: 

a) Administrative messages from the President, Vice Presidents, Deans or 
Directors. 

b) Announcements of officially recognized faculty/staff committee meetings. 
c) Departmental announcements pertaining to all faculty/staff, i.e. library 

activities, training/professional development opportunities, network/phone 
outages, performances, newsletters, events. 

d) Alerts concerning campus facilities and personnel, i.e. alarms, networks, 
electrical, safety/security (Rave Alerts). 

e) Internal Postings for Human Resources. 
f) Death of an Employee. This will be done only with the family’s permission. 
g) Retirement of an employee. 
h) The President’s Office may send emails to the entire campus and the Vice 

Presidents may send emails to their respective divisions directly from their 
NSCC email accounts as needed for communication.  Official College 
Business information may be forwarded to an email account 
named campus.announcements@nscc.edu. This email address will be 
managed by the Human Resources department.  Violations of the policy 
regarding mass distribution email messages and the clarification 
presented here will be addressed as set forth in Section 14 of the policy. 
All other provisions in the current policy remain in effect.  If you are not 
sure whether an email that you want distributed campus-wide falls within 
the definition of “Official College Business” please consult with the Office 
of Human Resources or the President’s Office before you hit “send”. 

10) The Human Resources department is to be solely responsible for sending email 

notices regarding deaths, retirements, new hires, and other human resource-

related matters to the campus. Any individual or department wishing to make a 

general announcement about such events must work through the Human 

Resources department. 

11) Use of removable storage media (including but not limited to flash drives, 

external hard drives, DVD, and CD-ROM) to store confidential or personal 

identifiable information is strongly discouraged. If required by an employee’s job 

responsibilities, removable storage media should only be used if the media is 

protected and with written authorization of management. Employees should seek 

advice on acceptability of removable storage media security from the Technology 

Services Division. 

12) Employees should make every effort to safeguard all removable storage media 

and laptop computers at all times. Employees should limit the amount of personal 

information on these devices to that information which is relevant and pertinent to 

the applicable duties of the employee.  See 6.2.11 for additional requirements. 

mailto:campus.announcements@nscc.edu


13) Unauthorized peer-to-peer file sharing (of music, movies, etc) and/or copyright 

infringement is strictly prohibited and subject to civil and criminal penalties. 

14) Compliance with the Password Policy is required of all computer and network 

users. 

15) The sending of unencrypted Personally Identifiable Information by end-user 

messaging technologies (for example, e-mail, instant messaging, chat) is 

prohibited. 

16) Personal web pages of Nashville State students, faculty, and staff do not in any 

way constitute official school content.  The views and opinions expressed in an 

individual’s web pages are strictly those of the author.  Comments towards the 

content of these pages should be directed to the author. 

Section 1.3 Respect for State-owned Property 

1) A user shall not intentionally, recklessly, or negligently misuse, damage or 

vandalize NSCC information technology resources. 

2) A user shall not attempt to modify NSCC information technology resources 

without authorization. 

3) A user shall not circumvent or attempt to circumvent normal resource limits, 

logon procedures, or security regulations. 

4) A user shall not use NSCC information technology resources for purposes other 

than those for which they were intended or authorized. 

5) A user shall not use NSCC information technology resources for any private or 

personal for-profit activity. 

6) Except for those not-for-profit business activities which are directly related to an 

employee’s job responsibilities or which are directly related to an organization 

which is affiliated with NSCC, a user shall not use NSCC information technology 

resources for any not-for-profit business activities, unless authorized by the 

Director of Technology Services (or his/her designee). 

7) Users shall at all times endeavor to use NSCC information technology resources 

in an efficient and productive manner, and shall specifically avoid excessive 

game playing, printing excessive copies of documents, files, data, or programs; 

or attempting to crash or tie-up computer resources. 

8) Users shall utilize software only in accordance with the applicable license 

agreement. NSCC licenses the use of most of its computer software from a 

variety of outside companies. NSCC does not own this software or its related 

documentation and, unless authorized by the license, does not have the right to 

reproduce it. 

Section 1.4 Additional Responsibilities of Employees and Independent 

Contractors 



1) Users who are Employees and Independent Contractors shall not make use of 

NSCC information technology resources for purposes which do not conform to 

the purpose, goals, and mission of NSCC and to the user’s job duties and 

responsibilities. 

2) Users shall not use NSCC information technology resources for solicitation for 

religious or political causes. 

Section 2 Digital/Electronic Signatures and Transactions 

Nashville State Community College must comply with the Tennessee Uniform Electronic 

Transactions Act (T.C.A. §47-10-101 et seq.) This Act permits the use of electronic 

signatures and electronic transactions under certain circumstances. 

1) In order to be legally enforceable, an electronic signature must meet the following 

two criteria. 

a.  An electronic signature must be attributable (or traceable) to a person 

who has the intent to sign the record or contract with the use of adequate 

security and authentication measures that are contained in the method of 

capturing the electronic transaction (e.g., use of personal identification 

number or personal log-in identification username and password) (T.C.A. 

§47-10-109) (If Public Key Infrastructure technology (“PKI”) is to be used 

in the creation of the digital signature, contact the Director of Technology 

Services who will contact the TBR Chief Information Officer prior to 

implementation.) 

b. The recipient of the transaction must be able to print or store the electronic 

record of the transaction at the time of receipt. (T.C.A. §47-10-109) 

2) The use of electronic/digital signatures in compliance with state and federal laws 

is permitted. 

 

Section 3 No Unlawful Uses Permitted 

Users shall not engage in unlawful uses of the information technology system resources 

of NSCC. Unlawful activities violate this policy and may also subject persons engaging 

in these activities to civil and / or criminal penalties. This list of unlawful activities is 

illustrative and not intended to be exhaustive. 

Section 3.1 Obscene Materials 

The distribution and display of obscene materials is prohibited by the laws of Tennessee 

(see Tenn. Code Ann. § 39-17-902). Obscene materials are defined under Tennessee 

law (see T.C.A. § 39-17-901(10)) as those materials which: 



1) The average person applying contemporary community standards would find that 

the work, taken as a whole, appeals to the prurient interest; 

2) The average person applying contemporary community standards would find that 

the work depicts or describes, in a patently offensive way, sexual conduct; and 

3) The work, taken as a whole, lacks serious literary, artistic, political, or scientific 

value. Federal law (18 U.S.C. 2252) prohibits the distribution across state lines of 

child pornography. 

Section 3.2 Defamation 

Defamation is a civil tort which occurs when one, without privilege, publishes a false and 

defamatory statement which damages the reputation of another. Users should be 

professional and respectful when using electronic media to communicate with others; 

the use of college resources to libel, slander, or harass any other person is not allowed 

and could lead to college discipline as well as legal action by those who are the 

recipient of these actions. 

Section 3.3 Violation of Copyright 

Federal law gives the holder of copyright five exclusive rights, including the right to 

exclude others from reproducing the copyrighted work. Sanctions for violation of 

copyright can be very substantial. Beyond the threat of legally imposed sanctions, 

violation of copyright is an unethical appropriation of the fruits of another’s labor. 

Pursuant to the Digital Millennium Copyright Act of 1998, the TBR designated agent for 

receipt of complaints of copyright infringement occurring with the use of information 

technology resources is the TBR Chief Information Officer. The TBR agent shall 

develop and maintain a policy regarding receipt and disposition of complaints of 

copyright infringement. The Director of Technology Services is the NSCC designated 

agent. Upon receipt of complaints of copyright infringement, the NSCC Director of 

Technology Services shall promptly inform the TBR Chief Information Officer. 

The illegal use, downloading, copying, or distribution of materials (i.e. proprietary music, 

video, software, or database information) via NSCC information technology resources is 

prohibited. 

Section 3.4 Gambling 

Gambling, including that performed with the aid of the Internet, is prohibited under 

Tennessee state law (see Tenn. Code Ann. § 39-17-502). 

Section 5 World Wide Web Home Pages 



The principles of use articulated above in Sections 6 and 7 are generally applicable to 

World Wide Web home pages. For example, use of NSCC information technology 

resources to post a web page for personal or private for-profit use is prohibited under 

Section 6.3.5. Illegal content in web pages stored on NSCC IT resources is prohibited 

under Section 6.2.2. Obscene content is prohibited under Section 7.1. Incorporation of 

copyrighted material, without either permission of the copyright holder or under a lawful 

exemption, is prohibited under Section 7.3. In addition to the principles of use outlined in 

Sections 6 and 7, users may not incorporate into web pages or other electronic 

documents the trademarks or logos of others without express, written permission. 

Persons who are not employees of NSCC may not make use of NSCC trademarks or 

logos without express, written permission. The Director of Creative Services must also 

approve all proposed use of NSCC trademarks and logos by employees on web pages. 

Section 6 Advertising 

Use of NSCC information technology resources to promote or advertise activities or 

entities which are not related to NSCC is prohibited, unless such use is consistent with 

the mission of NSCC and results in substantial benefit to NSCC. The Director of 

Technology Services is authorized to determine whether a given use is consistent with 

the mission of the Institution and results in substantial benefit to the Institution, 

consistent with other TBR (in particular, TBR Policy 3:02:02:00) or NSCC Policies after 

consultation with the Vice President of Business and Finance. Sale of advertising in 

web-based versions of Institution affiliated student publications is specifically permitted. 

Section 7 NSCC Monitoring and Inspection of Electronic Records 

Electronic records sent, received, or stored on computers owned, leased, or 

administered by NSCC is the property of Nashville State Community College. As the 

property of NSCC, the content of such records, including electronic mail, is subject to 

inspection by NSCC personnel. While NSCC does not routinely do so, NSCC is able 

and reserves the right to monitor and / or log all network activity of users without notice, 

including all e-mail and Internet communications. Users should have no reasonable 

expectation of privacy in the use of these resources. 

Section 8 Disclosure of Electronic Records 

Pursuant to the Tennessee Code Annotated, Title 10, Chapter 7, and subject to 

exemptions contained therein, electronic files (including e-mail correspondence) which 

are 1) generated or received by NSCC employees and 2) either owned or controlled by 

the State or 3) maintained using NSCC IT resources may be subject to public inspection 

upon request by a citizen of the State of Tennessee. NSCC personnel receiving such a 

request for public inspection should refer the request to the Vice President of Business 

and Finance or Vice President of Academic Affairs (or his/her designee). NSCC may 



charge reasonable fees for making copies of such records, pursuant to T.C.A. § 10-7-

506. 

While disclosure under T.C.A. Title 10, Chapter 7 applies to employees, disclosure of 

the electronic records of all users which are maintained using NSCC IT resources may 

be made pursuant to a valid subpoena or court order, when otherwise required by 

federal, state or local law. 

 

Section 9 Retention of Electronic Records 

Electronic records needed to support Institutional functions must be retained, managed, 

and made accessible in record-keeping or filing systems in accordance with established 

records disposition authorizations approved by the Public Records Commission and in 

accordance with TBR Guideline G-070, “Disposal of Records.” Each employee of 

NSCC, with the assistance of his or her supervisor as needed, is responsible for 

ascertaining the disposition requirements for those electronic records in his or her 

custody. The system administrator is not responsible for meeting the record retention 

requirements established under T.C.A. Title 10, Chapter 7, and NSCC, as owner of 

electronic records stored on NSCC computers, reserves the right to periodically purge 

electronic records, including e-mail messages. Users who are either required to retain 

an electronic record, or who otherwise wish to maintain an electronic record should 

either: 

1) Print and store a paper copy of the record in the relevant subject matter file; or 

2) Electronically store the record on a storage medium or in an electronic storage 

location not subject to unannounced deletion. 

Section 10 Violation of This Policy 

Section 10.1 Reporting Allegations of Violations 

Persons who have reason to suspect a violation of this policy, or who have direct 

knowledge of behavior in violation of this policy, should report that allegation of violation 

to the Director of Technology Services or his/her designee. 

It is the responsibility of each direct supervisor to address use by their direct reports of 

NSCC IT resources (including announcement boards, discussion boards and College’s 

email system(s)) which is not in compliance with college, TBR, State, and Federal 

regulations. Supervisors are authorized to take appropriate action as noted below to 

prevent further misuse of these systems by their employees. If misuse continues, it is 

the responsibility of the appropriate Vice President to take further action against both 

the employee and the supervisor. 



 

 

Section 10.2 Disciplinary Procedures 

Allegations of violation of this policy shall be referred by the Director of Technology 

Services to the appropriate person(s) for disciplinary action. If a student, the policy 

violation will be referred to the Dean of Student Services under TBR Policy 3:02:00:01. 

If an employee, the policy violation will be referred to the immediate supervisor. If there 

is a policy violation, which the Director of Technology Services  believes rises to the 

level of a serious violation of this or any other NSCC policy, the Director of Technology 

Services is authorized to temporarily revoke access privileges after consultation with the 

Vice President of Business and Finance or the President. In those cases, the revocation 

of access must be reviewed by the appropriate disciplinary authority for review and final 

determination of access privileges. In such cases the authorization of the Director of 

Technology Services carries with it the authorization to make subjective judgments, 

such as whether material or statements violate NSCC Policy. 

Section 10.3 Sanctions 

Persons violating this policy are subject to revocation or suspension of access privileges 

to NSCC IT resources. Additionally other penalties, as outlined in TBR Policy 

3:02:00:01, may be imposed upon student users. Sanctions for violation of this policy by 

employees may extend to termination of employment. Violations of law may be referred 

for criminal or civil action. 

Section 10.4 Appeals 

Sanctions imposed upon students at Nashville State Community College and imposed 

at the discretion of the Director of Technology Services may be appealed to the Dean of 

Student Services. Other sanctions may be appealed under established Institution 

procedure. 

Related Policies 

Supplementary Institutional Policies and Regulations 

All supplementary policies and procedures adopted by NSCC will be consistent with 

Federal and State law and with other policies of the Tennessee Board of Regents. 

Conformance with State Policies 

This policy is intended to be fully consistent with the State of Tennessee Internet 

Acceptable Use Policy and the State of Tennessee Electronic Mail Acceptable Use 



Policy, and the Tennessee Board of Regents (TBR) Information Technology Resources 

Policy (1:08:00:00), as they currently exist or as they may be amended in the future, as 

well as with any other applicable policies regarding information technology systems 

which may be promulgated in the future by the State of Tennessee Department of 

Finance Office of Information Resources (OIR) or the Tennessee Board of Regents 

(TBR). To the extent that a discrepancy exists between this policy and State or TBR 

policy, precedence will occur in the following order: State policy, TBR policy, and NSCC 

policy. 

 

 

Sources 

TBR Source: TBR Board Meeting June 28, 2002; March 30, 2007 

 
Change Log            

     

Date Change By 

2/12/2018 Expanded section 6.2.9 email policy per Dr. McCormick PAK 

3/15/2021 Converted to new format. PAK 

   

 

 

Approved by President’s Cabinet 6/14/21 

 



NSCC Policy 08-04-00 Privacy Policy 
 

Purpose   

 

The purpose of this policy is to preserve the confidentiality of the data files and for compliance 
with all federal and state privacy acts. 

The Director of the Technology Services Division and each staff member is responsible for: 

 
Policy 
 
1. Staff members who are aware of any confidentiality of privacy violations will report the 

facts to their immediate supervisor.  The problem must be corrected or reported to the 
Director of Technology Services who will take appropriate action. 

  
2. If the problem cannot be corrected at the division level, it will be reported to the Vice 

President of Finance and Administrative Services for appropriate action. 
 
3. Data files are to be treated as the private property of the originating office or 

department.  Therefore, the decision about dissemination of the data elements is to be 
controlled by this unit and not by Technology Services.  Violations of this policy will be 
reported to the originating unit. 

 
4. All requests for information will be channeled through the office responsible for 

maintaining that data. 
 
5. In accordance with TCA 8-4-119 subsection (c) and TBR instruction, “any confirmed or 

suspected unauthorized acquisitions of computerized data and any confirmed or 
suspected breach of a computer information system or related security system 
established to safeguard the data and computer information system” shall be reported 
to System-wide Internal Audit within five (5) working days using the template in Section 
X (Appendix) “Data Breach Report Memo.docx”. 

 

Sources 

 

TCA 8-4-119 subsection (c) 
TBR Policy 1:08:00:00 Section X 
 
Change Log 
 

Date Change By 
3/15/2021 Move to new format PAK 
   



 
 
Approved by President’s Cabinet 6/14/21 

 



NSCC Policy 08-05-00 Authorization for Use 

Purpose   

The purpose of this policy is to assure that the use of computing resources is properly 

authorized in compliance with the goals of the College and with appropriate approvals.  

 

Policy 

 

1. Access to the computing system will be assigned and controlled by the Director of the 

Technology Services Division. 

 

2. Any individual whose request for access is denied may appeal to the appropriate Vice 

President and ultimately to the President of the College. 

 

3. Authorized use of the computing facilities includes: 

 

a.    Work for the administrative units consistent with the goals and objectives of the 

College. 

 

b. Work for the instructional units consistent with the goals and objectives of 

the College. 

 

c. Approved contract work for outside agencies.  This work must be approved in 

writing by the President or his designee.  A copy of the contract will be filed 

by the Director of Computer Services. 

 



d. Approved research work by faculty and staff.  This work must be approved in 

writing by the President or his designee.  A copy of the approval form will be 

filed by the Director of Technology Services. 

 

e. Approved consulting work by faculty and staff.  This work must be approved in 

writing by the President or his designee.  Consulting work will receive the 

lowest priority and will be charged at the prevailing commercial rate.  A copy 

of the approval form will be filed by the Director of Technology Services. 

 

f. Work by students taking courses at the College which require use of computing 

facilities. 

 

g. Courses which do not normally require the use of the computing facilities must 

be approved in writing by the instructor of the course and the appropriate 

division head.  A copy of the approval form will be filed by the Director of 

Technology Services.  These students will receive the same priority as other 

students at the College. 

 

4. Any use of the computing facilities contrary to the above may be termed misuse and 

appropriate action will be taken.  Appropriate action for students can include 

revoking the right to use the facilities, probation, suspension, financial assessment, 

or legal prosecution.  Appropriate action for faculty and staff can include financial 

assessment and legal prosecution. 

 

5. Software developed by faculty or staff on College time or equipment becomes 

property of the College.  Any exception must be requested in writing and approved 

by the President.  If the proper authorizations are not obtained, the employee may 

be charged for the unauthorized use of the resources.  This charge will be at the 

current market rate for the estimated usage of the facilities. 

 

6. The ability for non-TSD faculty or staff to install software or reconfigure computers 

when needed for instruction or the fulfillment of other job responsibilities not in 



conflict with the above provisions and the college Acceptable Use Policy will be 

granted upon approval of the “Authorization for Local Computer/Device 

Administrative Permissions” (see following page). 

 

Sources 

 

TBR Policy 1:08:00:00 Section IV 

 

Change Log 

Date Change By 
1/31/2017 Added section 6 PAK 

1/31/2017 Added Authorization for Local Permission form PAK 
3/15/2017 Formatted for new policy format PAK 

 

 

 



Authorization for Local Computer/Device Administrative Permissions 

Administrative Rights allow the user computer login account access to all of computer’s/device’s 

operational functions and allow the user to make configuration changes to it including loading and 

deleting software.  Once your account has administrative rights, you then have a responsibility to maintain 

your computer/device to prevent malicious system intrusions, viruses, or malware from entering the NSCC 

network through it. In order to ensure security and properly maintain NSCC assets as required of TSD by 

the State of Tennessee and TBR, you must agree to adhere to the following requirements before these 

permissions may be established.  Any violation of this agreement may result in removal of administrative 

permissions from your computer/device. 

1. NSCC computers, devices, and its networks are state assets; hardware, software, and data on 

these systems are not to be considered personal property. 

2. All usage of the computer/device and any software will be in accordance with the "NSCC 

Acceptable Use Policy” which can be found at the following link:  

https://www.nscc.edu/legal/acceptable-use 

3. For the protection of NSCC networked systems as a whole, TSD maintains critical software 

updates, anti-virus software, and firewall settings using various clients that are pre-installed on all 

campus systems. The Microsoft SCCM, Dell Kace, Sophos Anti-Virus clients (or equivalent future 

products and systems), and their associated administrator accounts are not to be removed or 

modified in any way that would interfere with the ability of these applications to access or modify 

computers/devices for these purposes. 

4. Additionally, no changes will be made to the “Technician” local administrator account, nor the 

local domain administrator accounts/groups. These accounts and groups are necessary to 

manage software, hardware, and to provide assistance should problems occur with the operating 

system, NSCC licensed software, and/or in the event the computer/device experiences network 

connectivity issues. 

5. Local administrative rights will be granted via a separate account with a separate password 

(which cannot be reset via MyNSCC), with the login name format lastname_i.admin. This account 

will have no email access and may have other restrictions as determined by TSD based on the 

use case. The administrative account is to be used only for computer administrative tasks (i.e. 

software installation), and not for routine network access.  The initial password for this account 

will be set by TSD and will require a change upon first login and every 30 days thereafter. 

6. Once you have local administrator permissions to your computer/device, if additional software or 

configurations which are not part of the base image (not licensed by or installed by TSD) are 

installed, TSD will not be responsible for supporting or replacing the 

application(s)/configuration(s). Furthermore, in the event that said software or configurations 

cause issues resulting in your computer/device no longer functioning properly, TSD will only be 

responsible for restoring the system back to its original configuration as when you first received it.  

7. TSD is not responsible for data backups, selective backups, or backup images.  Hardware such 

as external hard drives or USB flash drives used for this purpose are the sole responsibility of the 

employee, and/or the employee’s department and remain subject to the provisions of the NSCC 

Acceptable Use Policy. 

Approved by President’s Cabinet 6/14/21 

https://www.nscc.edu/legal/acceptable-use


I have read, understand, and agree to adhere to the above policy. 

[Control]     

Print Employee Name  Employee Signature  Date 

[Control]     

Print Supervisor Name  Supervisor Signature  Date 

     

TSD Director’s Signature    Date 

 

Account Name Created    Expiry Date 

 

Technician’s Signature    Date 
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NSCC Policy 08-06-00 Password Policy 
 

Purpose 
 
The purpose of this policy is to establish a standard for creation of strong 
passwords, the protection of those passwords, and the frequency of change. 
 
Definitions 
 
Passwords are an important aspect of computer security. They are the front line 
of protection for user accounts. A poorly chosen password may result in the 
compromise of Nashville State Community College's entire network. As such, all 
Nashville State Community College employees (including contractors and 
vendors with access to Nashville State Community College systems) are 
responsible for taking the appropriate steps to select and secure their passwords. 
 
The scope of this policy includes all personnel who have or are responsible for 
an account (or any form of access that supports or requires a password) on any 
system that resides at any Nashville State Community College facility, has 
access to the Nashville State Community College network, or stores any non-
public Nashville State Community College information. 
 
Policy 
 
1. General Policy 
 

a) All administrative information system system-level passwords (e.g., root, 
NT admin, application administration accounts, etc.) must be changed on 
at least a monthly basis. 

b) Vendor-supplied defaults including passwords and Simple Network 
Management Protocol (SNMP) community strings are to be changed 
before installing a system on the network and unnecessary accounts are 
to be eliminated. 

c) All user-level passwords (e.g., email, web, desktop computer, etc.) must 
be changed at least every three months.  

d) User accounts that have system-level privileges granted through group 
memberships or programs must have a unique password from all other 
accounts held by that user. 

e) Passwords must not be inserted into email messages or other forms of 
electronic communication. 

f) All user-level and system-level passwords, except for Banner system 
passwords, must conform to the guidelines described below. 

 
4. General Password Construction Guidelines 
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Passwords are used for various purposes at Nashville State Community College. 
Some of the more common uses include: Banner accounts, web accounts, email 
accounts, screen saver protection, voicemail password, and local router logins. 
Since no current systems have support for one-time tokens (i.e., dynamic 
passwords which are only used once), everyone should be aware of how to 
select strong passwords.  
 
Poor, weak passwords have the following characteristics:  
 

• The password contains less than eight characters  

• The password is a word found in a dictionary (English or foreign)  

• The password is a common usage word such as:  
o Names of family, pets, friends, co-workers, fantasy characters, etc.  
o Computer terms and names, commands, sites, companies, 

hardware, software.  
o The words "Nashville State Community College", "NSCC", or any 

derivation.  
o Birthdays and other personal information such as addresses and 

phone numbers.  
o Word or number patterns like aaabbb, qwerty, zyxwvuts, 123321, 

etc.  
o Any of the above spelled backwards.  
o Any of the above preceded or followed by a digit (e.g., secret1, 

1secret)  
 
Strong passwords have the following characteristics:  
 

• Contain both upper and lower case characters (e.g., a-z, A-Z)  

• Have digits and punctuation characters as well as letters (e.g., 0-9, 
!@#$%^&*()_+|~-=\`{}[]:";'<>?,./)  

• Are at least eight alphanumeric characters long.  

• Are not a word in any language, slang, dialect, jargon, etc.  

• Are not based on personal information, names of family, etc.  

• Passwords should never be written down or stored on-line. Try to create 
passwords that can be easily remembered. One way to do this is create a 
password based on a song title, affirmation, or other phrase. For example, 
the phrase might be: "This May Be One Way To Remember" and the 
password could be: "TmB1w2R!" or "Tmb1W>r~" or some other variation. 

 
NOTE: Do not use either of these examples as passwords!  
 
5. Password Protection 
 
Do not use the same password for Nashville State Community College accounts 
as for other non-Nashville State Community College access (e.g., personal ISP 
account, option trading, benefits, etc.). Where possible, don't use the same 
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password for various Nashville State Community College access needs. For 
example, select one password for the Banner systems and a separate password 
for email systems.  
 
Do not share Nashville State Community College passwords with anyone, 
including administrative assistants or secretaries. All passwords are to be treated 
as sensitive, confidential Nashville State Community College information. 
 
Here is a list of "don’ts":  
 

• Don't reveal a password over the phone to ANYONE  

• Don't reveal a password in an email message  

• Don't reveal a password to the boss  

• Don't talk about a password in front of others  

• Don't hint at the format of a password (e.g., "my family name")  

• Don't reveal a password on questionnaires or security forms  

• Don't share a password with family members  

• Don't reveal a password to co-workers while on vacation  
 
If someone demands a password, refer them to this document or have them call 
someone in the Technology Services Division Help Desk.  
 
Again, do not write passwords down and store them anywhere in your office. Do 
not store passwords in a file on ANY computer system (including Palm Pilots or 
similar devices) without encryption. 
 
Change passwords at least once every three months (except system-level 
passwords which must be changed monthly).  
 
If an account or password is suspected to have been compromised, report the 
incident to TSD Helpdesk and change all passwords.  
 
6. System-specific policies: Banner ERP System 
 

• Banner users will be prompted to change their password every 90 days. 
 

• There will be a grace period of 10 days during which the user is reminded 
at login that their password will expire. The password can be changed 
from the "Change Banner Password" link on the main Banner menu 
screen, GUAGMNU. If the grace period expires before the password is 
changed, the user will receive the change password screen at login and 
must change their password at that point in order to log in to Banner. 

 

• If an incorrect password is entered three times, the account will be locked 
for one hour. 
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• A Banner session will be automatically logged out when it has been idle 
for 45 minutes. This does not affect a session in which a process is     
running even if there is no keyboard or mouse input and there are no 
screen changes. 

 
The Password Verification program will validate Banner passwords as 
follows: 

 

• A Banner password cannot be the same as the login name; a random 
value is used and communicated to the user by telephone (these 
passwords must be changed upon the first login). 

 

• New Banner passwords cannot be the same as any of the past three 
passwords, and must differ by at least three characters. 

 

• Banner passwords must be at least eight characters in length, and 
must contain upper and lower case letters, numbers and one of the 
following: ! # ? % ^ & * + _ = 

 

• Special characters @ and $ will not be allowed in Banner passwords to 
avoid potential problems in certain Banner processes. 

 
7. Enforcement  
 
Any employee found to have violated this policy may be subject to disciplinary 
action, up to and including termination of employment.  
              
 
 
Change Log       
 

Date Change By 

7/5/2016 Modified for stronger Banner ERP passwords PAK 

10/26/2017 Modified Banner idle timeout to 45 min. from 20 PAK 

3/15/2021 Modified for new policy format PAK 

6/21/2021 Added General Policy 1.b “Vendor supplied defaults” PAK 

        
 
Approved by President’s Cabinet 6/14/21   
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NSCC Policy 08-07-00 Remote Network Access  
 

Purpose  

 

The purpose of this policy is to establish the rules governing connection to the 
college campus network via Virtual Private Network technology. 

 

Definitions 

 

Information interception, data loss, and identity theft are serious and growing 
concerns.  One instance of a security breach can cost millions of dollars to the 
college, a great deal of financial and legal problems for students or employees, 
and a loss of trust from the community. The NSCC network is monitored by TSD 
staff members, and a number of protections are in place to prevent security 
breaches.  Off-campus systems do not offer this level of protection.  Therefore, in 
order to safeguard sensitive information and identity information stored within the 
NSCC network the following must be observed. 
 
Policy 
 

1. All remote access connections must be accomplished through the 
application of Virtual Private Network (VPN) software  

2. Internet Native Banner (INB) and Banner Admin Pages are to be accessed 
exclusively through VPN 

3. A signed Remote Network Access Security Authorization form approved 
by the direct supervisor, the Vice President to which the user’s division 
reports, and the Director of Technology Services is required before off-site 
access is permitted 

4. This policy must be agreed to and observed by the user 
5. Employees approved for off-campus access must download the VPN 

client from https://vpn.nscc.edu.  Instructions for downloading, installation 
and connecting are included  

6. While the software has been tested by TSD, we cannot guarantee that it 
will be compatible with all PC configurations.  NSCC is not responsible for 
personal equipment, data or application loss, or damage.  Personal data 
should be backed-up and application media readily available prior to 
installing the VPN client in the event that a reinstall becomes necessary. 

7. Internet access is required but is not provided by the college; high speed 
Internet access is recommended 
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8. NSCC Technology Services will add the employee’s identification 
information to the RADIUS (Remote Authentication Dial In User Service) 
server, which will authenticate that the employee has been given remote 
access permission when that employee attempts to connect from off-
campus.  The TSD staff member who adds this information must sign the 
authorization form and a TSD Asst. Director (or designate) must approve it 

9. Users are responsible for maintaining anti-virus software and updated 
operating system (i.e. – Windows, Linux, Mac) software on non-NSCC 
computers 

10. NSCC-owned mobile devices will be encrypted and must be returned to 
TSD at each renewal to insure that software has current patch 
maintenance 

11. Access is granted for a 6-month period and must be renewed by the 
employee on a new Remote Network Access Security Authorization form 
with the required authorizations 

12. Supervisors are responsible for notifying TSD in a timely manner of any 
changes in employment status that necessitate changes to the employee’s 
Banner access.  Notification is to be made on the Separation TFSA Form.  
When this notification is received the authentication information will be 
disabled on the RADIUS server 

13. College data, including Personally Identifiable Information (PII), will never 
be stored on the home computer unless it is an encrypted NSCC-owned 
device 

14. VPN connections are never left unattended when not in use 
15. The PC will not be made available for use by individuals who may 

knowingly load software from untrustworthy websites or email 
16. Monitor placement is such that the screen cannot be viewed through an 

outside window or by individuals other than the employee who may be in 
the room where the computer is located 

17. TSD will provide a purchase consult and/or a quote to the department for 
computer/laptop purchases as well as assistance with loading and 
troubleshooting VPN connection issues 

18. In instances where NSCC owned computing equipment is approved for 
off-site use, equipment loan forms must be properly filed with the Property 
Manager office, and the equipment must be returned to TSD for any 
repairs that may become necessary, as well as for maintenance software 
patches and updates 

19. In accordance with TBR and State regulations, the college is not permitted 
to provide technical support for items that the employee may use 
personally 

a. In-home service, other than phone support, is not permitted 
b. It is the responsibility of the individual to make all financial and 

technical support arrangements that will enable them to work from 
home or other off-network locations 
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c. TSD is not permitted to provide or support personal items, such as 
computer hardware, routers, printers, software (other than VPN), 
backup services, installation, and internet connections 

 
 

Change Log 
 

Date Change By 

5/11/2018 Revised to encompass all use of remote access PAK 

3/15/2021 Modified for new policy format PAK 

3/15/2021 Changed all instances of CSD to TSD PAK 
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REMOTE NETWORK ACCESS SECURITY AUTHORIZATION 
 

By signing below, the user of this account asserts that they have read and agree to 

the attached Nashville State Community College Remote Network Access Policy and 

agree to abide by the Acceptable Use Policy and other applicable college technology 

policies. 

 
http://ww2.nscc.edu/csd/TSD_Standards_Manuals/index.htm 

 

_________________________________ _________________________________ 

First Name                     Last Name  “A#” (if not an NSCC employee, institution name) 

_________________________________ _________________________ 

Employee’s Department   Employment Title 

 

Justification (Describe how your job function requires remote access): 

 

 

 

 

 

 

 

The following signatures are required: 

 

_____________________________________  _________________ 

User            Date 

 

_____________________________________  _________________ 
Supervisor        Date 

 

_____________________________________  _________________   

NSCC Vice-President of Users Division   Date     
(If not an NSCC employee, VP of Finance & Administration) 
 

______________________________________  __________________   

NSCC Director, Technology Services Division               Date 
 

 

 

TSD Office Use Only 

 

New access:    Renewal:  

 

Security Operator: _____________________________________ Date: _______ 

 

TSD Manager Approval:  _______________________________   Date: _______ 

 

http://ww2.nscc.edu/csd/CSD_Standards_Manuals/index.htm
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Approved by President’s Cabinet 6/14/21    
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NSCC Policy 08-08-00 Wireless Network Policy 

 

Purpose  

 

The purpose of this policy is to establish rules for the use of the College Wireless Network, 
consequences for misuse, and connection with relevant governing authority regulations. 

 

Definitions 

 

The NSCC wireless network is in place for the purpose of academic pursuits and 

conducting college business.  Tennessee State law and Federal law regulate the use of 

college networks. 

Mobile devices and applications on the wireless network vary widely in numbers and 

types.  These additional components and devices, such as a cell phone use of Voice 

over IP (VoIP) through local wireless, can add greatly to network traffic.  NSCC has a 

robust system; however the network bandwidth through which all college digital traffic 

travels is limited by the capacity of carrier circuits. 

Furthermore, the college must comply with all Federal, State and local laws noted in the 

Sources and Related Policies section of this policy.  Illegal downloading and non-

academic overuse have the capability of consuming resources which interfere with, limit 

or prevent the network’s intended purpose.  

For the above reasons, the NSCC campus wireless systems must operate with network 

controls in place and policies in order to maintain legal and technical standards while 

allowing digital information to flow freely and efficiently in support of academic studies 

and in the attainment of college goals.  

Policy 

1. It is illegal to download, use, or re-distribute copies of copyrighted material 
without first obtaining written permission to do so. If you download items such as 
music, films, or computer programs without proper licensing you can be held 
personally liable. The College is also liable if they allow their networks or 
computers to be used in this way. For this reason, such activities are strictly 
prohibited. 

2. High-bandwidth and streaming applications (such as streaming audio, streaming 
video, real time phone/video conferencing) must be used thoughtfully, as they 
increase network traffic.  

3. VoIP (Voice over Internet Protocol) telephony programs are allowed, but we ask 
you to use programs such as MSN Messenger, Google Talk, and OpenWengo, 
rather than Skype. Skype is able to divert other commercial internet traffic 
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through the College network even when you are not making a call, which is a 
violation of State law.  

4. It is forbidden to run any P2P ‘peer-to-peer’ or ‘file-sharing’ torrent software such 
as BitTorrent, Limewire, or The Pirate Bay without prior permission.  As well as 
being the main route for illegal downloads, these programs can consume large 
quantities of internet bandwidth and can adversely affect the performance of our 
network. 

5. Tethering or mobile “Hot Spot” application using NSCC’s network connection to 
create a wireless sub-network through phones or other devices is not allowed. 
Additionally, wireless access points and/or personal wireless routers that connect 
to the wired network may not be used. These present a security risk and may 
interfere with the College’s main wireless system. 

6. General computer use as set forth in the NSCC Policy 08-03-00 Acceptable 
Computer Use Policy must be observed in the wireless network as well. In 
particular, this policy forbids the use of NSCC’s network for illegal, defamatory, or 
indecent purposes. Should the network administrator find a breach in the rules 
for use of the wireless system the following actions will be taken. 

7. You will receive notification of a violation by email. You may respond to the 

administrator to offer explanation or to ask for assistance in mitigating the issue. 

8. If the first notice does not result in compliance, the offending account and/or IP 

address may be throttled – bandwidth limited – to a level which the administrator 

feels appropriate for the situation. 

9. In the third notice, students will be asked to see the AVP of Student Affairs or 

Extended Campus Director for possible disciplinary actions.   

10. If compliance is not met, the account will be subject to disconnection from all 

network services until such time as the disposition of disciplinary actions are 

received from the AVP of Student Affairs or Extended Campus Director. 

Sample Notices for “High Talkers” & Violators 

1st Excessive Usage Warning Email Text 

Dear        : 

Suspicious wireless activities have been detected through your college account.  

A very large amount of data/network bandwidth usage has been traced to a device for 

which your credentials were used to access NSCC’s wireless network.  Due to this, your 

account and/or IP address has been flagged for abusive and possibly illegal activities by 

NSCC’s network monitoring systems.    

If you have not recently downloaded large files, or numbers of files, and feel that your 

account has been compromised, please contact the Technology Services Help Desk 

(615-353-3678) and let the technician who answers know that your account was flagged 

for suspicious activities on the wireless network. The technician will work with you to 

reset your passwords and provide you with tips to safeguard your portable wireless 

devices. 
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Please Note: If large amounts of data/network bandwidth usage continue to emanate 

from your account, the NSCC Wireless Network Administrator will either place 

connection limiting controls, or deny your account access to the NSCCWIRELESS 

network.   

It is illegal to download, use, or re-distribute unlicensed copies of copyright material 

such as music, films, or computer programs.  If evidence of illegal downloading is 

connected to your account, all network access, including the wired campus computer 

network, will be denied and evidence of this violation sent to the proper NSCC authority 

for disciplinary action.  

Please refer to NSCC Policy 08-08-00 Wireless Network Policy. 

 

2nd Excessive Usage Warning  Email Text 

You have been notified of suspicious wireless activities or bandwidth over usage. Large 

amounts of data/network bandwidth usage continue to be traced to your account.   

Therefore, the NSCC Wireless Network Administrator has placed access limiting 

controls on your account and/or IP address connection to the NSCC wireless network.  

In order for these limits to be removed you must respond to the Help Desk and provide 

an explanation, which will be issued to the Network Administrator, as to what steps you 

have taken to correct excessive usage of network resources. The Network Administrator 

will make a determination based upon the results of your actions. 

It is illegal to download, use, or re-distribute unlicensed copies of copyright material 

such as music, films, or computer programs.  If evidence of illegal downloading is 

connected to your account, all network access, including the wired campus computer 

network, will be denied and evidence of this violation sent to the proper NSCC authority 

for disciplinary action.  

3rd Excessive Usage Warning  Email Text 

This is your third notification concerning suspicious wireless activities or bandwidth over 

usage.  Large amounts of data/network bandwidth usage continue to be traced to your 

account.  Therefore, the NSCC Wireless Network Administrator has contacted the AVP 

of Student Affairs or Extended Campus Director for a disposition of disciplinary actions.  

Furthermore, connection limiting controls have been placed on your account and/or IP 

address access to the NSCCWIRELESS network.  These limits will not be removed until 

the network administrator is contacted by the AVP of Student Affairs or Extended 

Campus Director.  If we receive no notice within 48 hours your account and/or IP 

address will be denied access to all, wired and wireless, NSCC networks. 

It is illegal to download, use, or re-distribute unlicensed copies of copyright material 

such as music, films, or computer programs.  If evidence of illegal downloading is 

connected to your account, all network access, including the wired campus computer 
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network, will be denied and evidence of this violation sent to the proper NSCC authority 

for disciplinary action.  

 

Sources  

Digital Millennium Copyright Act (DMCA)  

Communications Assistance for Law Enforcement Act (CALEA).   

Related Policies 

NSCC Policy 08-03-00 Acceptable Use Policy  

  

Change Log 

Date Change By 
3/15/2021 Formatted for new policy format PAK 
   

 

 

Approved by President’s Cabinet 6/14/21    
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NSCC Policy 08-09-00 iPad Policy 

 

Purpose 

The purpose of this policy is to establish rules for the acquisition and use of tablet 

computers. 

Definitions 

Jailbreak: To jailbreak a mobile device is to remove the limitations imposed by the 
manufacturer. This gives access to the operating system, thereby unlocking 
all its security features and enabling the installation of unauthorized software. 
Devices must not be “jailbroken” or “rooted” or have any software/firmware 
installed that is designed to gain access to functionality not intended to be 
exposed to the user. 

 
Policy 

TAF Funded iPad: In order to properly manage iPads purchased for use in classrooms, 

and to maintain compliance within Technology Access Fee guidelines (TAF) 

–iPads and their support purchased under TAF funding is for direct use by 

students as mandated by TBR guidelines.  That is:  only students are to use 

TAF funded iPads.   Departments may download software, videos and music 

as needed, with proper Volume Purchasing Program (VPP) codes approved 

by the college.  However, students may download certain applications under 

supervision of the department faculty, but may not make configuration 

changes of any kind that may affect operation, performance, connectivity, or 

generate unauthorized fees. 

Non-TAF Funded iPad: Departmental iPads are managed under the general NSCC and 

State rules for mobile devices, (e.g. laptops) for on and off campus usage.  

Departments may allocate them to employees, and use departmental VPP 

voucher codes to purchase and download software, videos, or music at their 

discretion.   An Equipment Loan Form must be turned in for any devices 

which leave the campus. 

Network Connections for Classroom Usage: To discourage theft and general misuse, 

wireless network connections for classroom iPad will be limited to the 

rooms/areas of use as determined by the department to which the TAF 

funded iPads are allocated.   

User Owned Devices: Devices not owned by the college cannot be managed or 

repaired by NSCC personnel.  They must comply with NSCC Acceptable 

Use policy to have access to the network. 
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Department Responsibilities: In order to receive an iPad, a department will be 

responsible for requesting hardware quotes from the Computer Service 

Division through the Technology Services Help Desk and obtaining proper 

funding approval for the devices, associated equipment and software VPP 

voucher codes to be used for application purchases.  (See “iPad Application 

Requisitioning Process” below) 

Management of Hardware Assets: Departments are responsible for maintaining their 

inventory of hardware, including: 

• Securing, storing, and charging each device 

• Allocation to, monitoring usage of, and retrieval from students, or 

employees   

• Periodic inventory of their allocated hardware and software purchase(s) 

through their VPP account facilitators 

• Immediately reporting lost or stolen iPad to the Safety and Security 

department as well as the Property Manager 

• Notifying the Technology Services Help Desk of any damages that occur 

Management of Software:  Departments that are issued an NSCC iPad will be so noted 

by Volume Purchasing Program facilitators.  Software inventories and 

purchases are maintained and inventoried at the Apple store through the 

campus VPP account.  

Vouchers are pre-purchased by the College and are used to select and 

obtain, through the VPP, downloadable applications, videos, or music.  

Vouchers are available from Apple only in $100, $500, and $1,000 

denominations.  Faculty or staff members may browse the Apple store 

catalogs to find available software to fit their needs and determine any 

associated costs.   

The approval for departmental VPP vouchers for specific Apps will be up to 

the department heads or deans.  

Software Development:  TSD does not have the facilities or resources to develop in 

house applications for iPad. Adding software is accomplished through on-

line VPP program and Apple Store with pre-paid voucher codes. 

iPad Application Requisitioning Process: 

1. The requesting party inspects the App Store to determine what software 

is available, and what cost will be incurred by the requesting department. 

2. A completed software request sheet is submitted to the Technology 

Services Help Desk for reference. 

3. The Help Desk will create a Service Desk Ticket and assign it to the VPP 

facilitator for reference. 
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4. The facilitator will review the request and then send an approval request 

to the dean. 

5. Upon approval, a VPP voucher code will be assigned to the requestor, 

who can then add the apps to the iPads in question. 

6. When software installation is completed, the requestor will notify TSD 

Help Desk and Finance that the software items have been “received” .   

Warranty, Repairs and Servicing: Contact the TSD Help Desk should an iPad need 

repairs. Note the following concerning technical maintenance or repairs. 

• Each iPad has a two year Apple Care warranty. 

• Opening the case and/or hacking “Jail Breaking” the operating system 

voids the warranty. 

• Physical damage is not covered by warrantees.   

• iPads have no in-house serviceable parts, including the battery  

• TSD does not maintain an inventory of replacement iPads, nor does it 

have replacement parts for system repairs. 

• All hardware servicing and/or repairs require that a TSD technician 

request a return authorization from Mac Authority, then shipping the iPad 

to an approved Apple service center. 

• If a system is physically damaged or inoperable outside of warranties, 

the cost of repair or replacement is to be incurred by the department for 

which the iPads have been allocated.  

BYOD – Bring Your Own Device: The above policy is applicable to units purchased by 

NSCC and does not directly apply to personal iPads or other personally 

owned devices, other than the NSCC Acceptable Use Policy. 

• No personal software or accounts should be loaded onto an NSCC iPad. 

• NSCC accounts or vouchers should not be used for personal devices. 

• IPad software changes referred to as “Jail Break” software which opens 

the unit to common usage and bypasses controls is never permitted.   If 

this is attempted or completed on an NSCC unit, the severest penalties 

for the staff or student will be sought. 

Change Log 

Date Change By 
3/15/2021 Reformatted for new policy format PAK 
   

 

 

Approved by President’s Cabinet 6/14/21    
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NSCC Policy 08-10-00 Employee Separation Technology Policy 
 

Purpose   

 

The purpose of this policy is to archive user data from desktop and laptop computers 
assigned to employees whose employment with the college has ended for turnover to the 
supervisor and retention for potential future need. 

 

Policy 
 
1. Notification 

TSD must be notified of an employee separation by a Separation of Technical 
Access form provided to the Technology Services Help Desk by the supervisor. 
a. Upon receipt of a Separation of Technical Access form, all accounts are disabled 

as of the date indicated. 
b. A nightly automated process reviews all payroll records. If a payroll record ends 

on that date, there is no other active payroll record for the employee, and the 
employee is not a faculty member assigned to teach a course in a future term, 
both Banner and Active Directory accounts are disabled. 

c. The Separation of Technical Access form indicates the disposition of the 
employee’s email, data files and voice mail. 

i. The Supervisor may check a box on the form to indicate that email and 
data files are to be backed up and provided to a person designated on the 
form 

ii. Regardless of the presence of a Separation of Technical Access form or 
the status of the check box for backup, backups will always be done upon 
separation of the following classes of employee: 

1. Executives 
2. Directors 
3. Assistant Directors 
4. Admissions staff 
5. Bursar Office staff 
6. Business Office staff 
7. Financial Aid Office staff 
8. Foundation staff 
9. Records Office staff 

2. Data 
a. All data contained with the computer’s user profile 
b. All email 

i. Local archive file 
ii. Outlook mailbox (may be downloaded to local archive file for backup) 

3. Media 
a. Supervisors may choose to have data retained on one of the following: 



i. Designee desktop PC 
ii. Data center storage 
iii. Portable media (i.e. – CD-ROM, DVD) 

1. Portable media shall be encrypted and password-protected 
iv. A DVD copy of data provided to the supervisor will be retained in the 

Clement data center, marked with the employee A-number, name, and 
date of the backup 

v. Media retention shall be in accordance with TBR Guideline Records 
Retention and Disposal of Records: 1:12:01:00 

 
4. Confirmation of Receipt 

a. As indicated in the separation section of the Separation of Technical Access 
(STA) form, which is initially signed by the supervisor, the employee receiving 
the former employee’s data will be required to acknowledge receipt by signature 
as well(sample form attached) 

b. The signed receipt form will be kept on file in the TSD Office 
5. Retention of separated employee home folders 

a. Documents stored in a separated employee home folder that is not requested to 
be retained by the supervisor within a year of separation will be considered 
temporary records. Temporary Records are defined in T.C.A § 10-7-301(13) as: 
"material which can be disposed of in a short period of time as being without 
value in documenting the functions of an agency.”   

 

Sources 

 

T.C.A § 10-7-301(13) 
TBR Guideline Records Retention and Disposal of Records: 1:12:01:00 
 
Change Log 
 
Date Change By 
11/16/17 Name of form updated PAK 
11/9/2018 TBR Guideline renumbering BR 
11/9/2018 Retention of separated employee home folders BR 
02/11/2020 Notification of Separation BR 
3/15/2021 Formatted for new policy format PAK 
6/23/2021 Remove HR and clarify the use of the STA form PAK 

 
 
 Approved by President’s Cabinet 6/14/21    
 
 
 
 



NSCC Policy 08-11-00 Technology Access Fee 

 

Purpose   

 

The purpose of this policy is to ensure compliance with TBR Guideline B-060, which requires 

each institution to prepare a detailed spending plan of the funding to be generated by the 
technology access fee.  

 

Guidelines  

 

All requests must use the TAF equipment request form provided by the Business Office, have 
identified the applicable guideline (see below 1-9), identify requests for renewal of ongoing 
licenses or equipment warranty support, and be for at least $2,001.00. For any items that are 
$2,000.00 or less, those items should be requested in the annual budget process for the 
organizational department. Incomplete forms will be returned to the submitter for correction.  

1. Computer and other technical laboratory supplies, equipment, software and 
maintenance.  

2. Network costs  

3. "Smart" or multi-media classroom equipment and classroom modifications.  

4. Lab and course staffing - student and staff assistance for lab and classroom uses.  

5. New machines for faculty use when faculty are actively engaged in developing and 
conducting on-line courses.  

6. Faculty and staff development directly related to the introduction or application of new 
technology which impacts students. These guidelines should have the flexibility to place 
instructional technology in a faculty lab where course materials are being prepared. For 
example, TAF funds can be used to create faculty labs to include the purchase of 
computers and to conduct faculty training and course development. (Travel costs for 
faculty and staff are excluded; however, consultants may be hired as needed for 
training.)  

7. Infrastructure (wiring, network, servers, etc.) necessary to provide students maximum 
computing capability. A ceiling is established of 50% of the total project costs from 
which technology access fees can be used.  



8. Expand technology resources in library (i.e., video piped anywhere on campus, 
interactive video room for distance education, network for web video courses). 

 

Sources   

 

TBR Guideline B-060 

Change Log 

Date Change By 

3/15/2021 Created from existing guideline PAK 
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NSCC Policy 08-12-00 Chain of Custody 

Purpose  

 

The purpose of this policy is to establish the procedures, personnel, equipment, data and 
locations of files and equipment targeted for a litigation hold at the direction of the TBR Office 
of General Counsel. 

 

Policy 

In response to a request to retain data and/or equipment for a litigation hold, the attached 
form should be utilized to document the acquisition and transfer of data and/or equipment. 
Data and/or equipment so acquired and retained may be needed as evidence for legal 
proceedings. Upon notice of a litigation hold, the following actions should be taken: 
 

• Account for all evidence requested by the TBR General Counsel’s office using the 
attached Chain of Custody Tracking Form and updated any time the evidence is 
viewed, copied, re-located or removed from its storage location. 

• A detailed log of all evidence will include the following:  
o Identifying information (including location, serial number, model number, 

hostname, IP address) for the equipment. 
o Name, title and phone number of each individual who collected or handled the 

equipment.  
o Date and time for each occurrence of evidence. 
o Location where evidence was stored.  
o Disk images will be taken of the target system on media to which access is 

controlled and limited. 
o Actions/Procedures utilized to acquire/copy electronic documents/information. 

• Photographs of the area should be taken before equipment is moved and should show 
the location of the equipment in question. 

• When any equipment is impounded, it will be done in the presence of member of the 
Safety and Security Division. 

• The representative of Safety and Security shall sign/initial the chain of custody 
document along with the technician. 

• The Director of Technology Services will hold impounded equipment in the Evidence 
Locker located at the Main Campus Security Office (Room E-14). If alternate storage 
is required in a particular case, it will be documented along with the reasons for the 
alternate storage. 

• Impounded equipment/data/documents will be stored in a location with restricted 
access, at minimum behind a locked door. 

• If equipment cannot be taken out of service or physically moved, the Director of 
Technology Services will consult the TBR General Counsel office to decide the best 
course of action. 
 

Change Log 

Date Change By 
7/25/2018 New section created PAK 
3/15/2021 Formatted for new policy format PAK 



 

 

 

Nashville State Community College 

EVIDENCE CHAIN OF CUSTODY TRACKING FORM 

 

 

Requested by: ________________________ Purpose: 

______________________________ 

Submitting Employee: (Name/ID#) ____________________________________________ 

Subject: 

_____________________________________________________________________ 

Date/Time Seized: __________________Location of Seizure: ______________________ 

 

 

Description of Evidence 
Item 
# 

Quantity Description of Item (Model, Serial #, Condition, Marks, 
Scratches)  

   
   
   
   
   
   
   
   
   

 

Chain of Custody 
Item 

# 

Date/Time Released by 
(Signature & ID#) 

Received by 
(Signature & ID#) 

Comments/Location 

     
     
     
     
     
     
     
     
     

 

APD_Form_#PE003_v.1 (12/2012) Page 1 of 2 pages (See 

back) 



 

EVIDENCE CHAIN-OF-CUSTODY TRACKING FORM  

(Continued) 

 

Chain of Custody 
Item 

# 

Date/Time Released by 
(Signature & ID#) 

Received by 
(Signature & ID#) 

Comments/Location 

     
     
     
     
     
     
     
     
     
     
     

 

Final Disposal Authority 
Authorization for Disposal 
 
Item(s) #: __________ on this document pertaining to (suspect): 
____________________________________________ 
is(are) no longer needed as evidence and is/are authorized for disposal by (check 
appropriate disposal method) 

☐ Return to Owner          ☐ Auction/Destroy/Divert  
Name & ID# of Authorizing Officer: ____________________________ Signature: 
______________________Date: _______________ 

 
Witness to Destruction of Evidence 

 
Item(s) #: __________ on this document were destroyed by Evidence Custodian 
___________________________ID#:______ 
in my presence on (date) __________________________. 
Name & ID# of Witness to destruction: ________________________ Signature: 
______________________Date: _______________ 
 

Release to Lawful Owner 
 
Item(s) #: __________ on this document was/were released by Evidence Custodian 
________________________ID#:_________ to  
Name 
_______________________________________________________________________
______ 
Address: ________________________________________________ City: 
____________________State: _______ Zip Code: __________ 
Telephone Number: (_____) ___________________________________ 
Under penalty of law, I certify that I am the lawful owner of the above item(s). 



 
Signature: _______________________________________________________ Date: 
__________________________ 
 

Copy of Government-issued photo identification is attached. ☐ Yes  ☐ No  
 

This Evidence Chain-of-Custody form is to be retained as a permanent record by 
the NSCC Department of Safety & Security. 

 
 

APD_Form_#PE003_v.1 (12/2012)                                            Page 2 of 2 pages (See front) 
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NSCC Policy 08-13-00 Argos Access Authorization 
 

Purpose  

 

The purpose of this policy is to establish access controls to maintain the security, privacy, 
and integrity of Argos reports. 

 

Policy 

1. Access and Use 
a. User agrees to abide by the Nashville State Community College 

Acceptable Use Policy 
b. User access must be approved by the User’s supervisor 
c. User’s access is limited to the information necessary and appropriate 

for the user to perform the job duties and functions assigned. 
d. User’s access is granted to one of the following Argos security groups: 
e. Records: REC_DIR, REC_CLERKS, REC-VETS 

i. Admissions: ADM_DIR, ADM_CLERKS 
ii. Financial Aid: FA_DIR, FA_TECH, FA_COOR, FA_OTHER 
iii. Payroll: PAY_DIR, PAY_OTHER 
iv. Finance: FIN_DIR, FIN_OTHER 
v. Development: DEV_DIR, DEV_OTHER 
vi. Institutional Research: IR_DIR, IR_OTHER 
vii. Academic Affairs: AA_DEANS, AA_SECR, AA_OTHER 

 
2. Report Authorization 

▪ Banner Data Owners must authorize the Argos security group to have 
access to a report of data on a Technical & Financial Services 
Authorization form.  

▪ Data Block Designer access is limited to Technology Services Division 
staff. 

 
3. Account Creation/Removal 

• Active Directory accounts are created, enabled, and deleted per 
Authorization of Use Policy A 8.0. 

• Banner Data Owners must authorize the employee to Argos security group 
on a Technical & Financial Services Authorization form.  

 
4. Programming Standards 

• All programs in Argos follow the Banner Programming Standards D 3.0. 

• Program Naming: Argos names are descriptive as requested by the 
Banner Argos Report Owner. 



 

  



 

Change Log 

 

Date Change By 

11/22/2017 New procedure PAK 

3/16/2021 Formatted for new policy format PAK 
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NSCC Policy 08-14-00 Banner Access and Security 
 
Purpose 

 
The purpose of this policy is to ensure the security, confidentiality and appropriate use 
of all associated data which is processed, stored, maintained, or transmitted in 
conjunction with the college’s ERP system known as Ellucian Banner. This includes 
protection from unauthorized modification, destruction, or disclosure, whether 
intentional or accidental. 
 
Definitions 

 
Banner Data – Any data that resides on, is transmitted to, or extracted from any Ellucian 
Banner system, including databases or database tables/views, file systems and directories, and 
forms. 

 
Banner Security Administrator – An IT professional position in the Technology 
Services Division responsible for processing approved requests. 

 
Banner System – Modules including Finance, Financial Aid, Human Resources, 
Student, etc. and any other interfaces to these systems. 

 
Data Owner - Data Owners are responsible for determining who should have access to 
data within their jurisdiction, and what those access privileges should be. 
Responsibilities for implementing security measures may be delegated, although 
accountability remains with the owner of the data. Additionally, Data Owners oversee 
data management functions related to the capture, maintenance and dissemination of 
data for a particular operational area. 

 

Area of Responsibility Data Owner/Custodian(s) 

Student System:  

Records, Admissions, Recruiting 

Director of Records  

 

Student Financial Aid System Director of Financial Aid 

Finance System Director of Accounting 

General Director of Records, Director of 

Technology Services Division 

Human Resources Human Resources Director 

Payroll Payroll Manager 

Student Accounts Receivables Bursar 

Advancement  Executive Director for Foundation 
 

 
Data Users - Data users are individuals who access Banner data in order to perform 
their assigned duties. 

 



 

Query access – Access enabling the user to view but not update Banner data. 
 
Maintenance access – Access enabling the user to both view and update Banner data. 
This access is limited to users directly responsible for the collection and maintenance of data. 

 
Policy 

 
Scope 
 
The Banner Access and Security Policy applies to all individuals who have access to 
campus computer systems and networks, including but not limited to all employees 
and students, who may or may not have been granted access to sensitive data during 
the normal course of their employment with NSCC. It applies not only to stored 
information but also to the use of the various computer systems and programs used to 
generate or access data, the computers that run those programs including 
workstations, laptops, tablets or phones to which the data has been downloaded, and 
the monitors and printed documents that display data. 

 
Access will be limited to that necessary to perform your job functions. In addition to 
the information outlined here, the confidentiality, use and release of electronic data 
are further governed by established college policies, Tennessee Board of Regents 
policies and federal and state laws. 

 
This policy addresses security and access associated with the Banner ERP System 
as defined within this document and does not supersede in any way the 
aforementioned policies and regulations. 

 

 

Data Administration 
 
By law, college, and TBR policy, certain data is confidential and may not be released 
without proper authorization. Users must adhere to any applicable federal and state 
laws as well as college policies and procedures concerning storage, retention, use, 
release, and destruction of data. 

 
All Banner data, whether maintained in the Oracle database or captured by other data 
systems, including personal computers, remains the property of NSCC and is covered by 
all college data policies. Access to and use of data should be approved only for legitimate 
NSCC business. 

 
Division/department heads are responsible for ensuring a secure office environment in 
regard to all Banner data. Division/department heads will review the Banner data 
access needs of their staff as it pertains to their job functions before requesting 
access via the Security Access Authorization Form for Banner & related systems. 

 
Banner data (regardless of how collected or maintained) will only be shared among 
those employees who have demonstrated a job related need to know. Although NSCC 



 

must protect the security and confidentiality of data, the policies allowing access to data 
must not unduly interfere with the institution’s ability to service its students. 

 
 
Access to Banner Data 

 
Below are the requirements and limitations for all university divisions/departments to 
follow in obtaining permission for access to Banner data: 

 

• Division/department heads must request access authorization for each user 
under their supervision by completing and submitting a Security Access 
Authorization Form for Banner & related systems.  

• Each user is required to sign this request to acknowledge their understanding of, 
and agreement to comply with, the security and access policies of the university.  

• The appropriate Data Owner(s) will review the request and approve or deny.  

• The Data Owner and user’s supervisor are responsible for assuring that the level 

of access requested is consistent with each user’s job responsibilities and 
sufficient for the user to effectively perform their duties. Approved requests will 
be forwarded to the Banner Security Administrator for processing. Under no 
circumstances will access be granted without approval of the appropriate Data 
Owner(s). 

 

Secured Access to Data 
 
Banner security classes and roles are established based upon job function. Specific 
capabilities will   be assigned to each security class. Each user will be assigned security 
class(es) appropriate to their job function. Some users may be assigned several 
classes depending on specific needs identified by their supervisor and approved by the 
Data Owner(s). 

 
The use of generic accounts is prohibited for any use that could contain protected data. 

 
Each functional area has a clearly defined set of Banner security classes that is readily 
available for review and stored in a location that is available to said area, as well as 
appropriate Technology Services Division staff. 

 
Each year, department heads will receive from the TSD a printed report of all users 
who currently have access to some portion of their data along with the roles assigned. 
Department heads are REQUIRED to review this information, sign off, and return this 
to TSD to keep on file for Audit. It is the responsibility of the department head to verify 
that each user is still employed and has not changed positions within the college. 
 Failure to return this documentation may result in user account termination. 

 
Supervisors, in conjunction with the Data Owners, are responsible for ensuring that 
each Banner user is familiar with and understands this policy. User accounts are 
assigned by Technology Services Division to authorized users after the submission of a 
complete Security Access Authorization Form for Banner & related systems. Banner 



 

training is to be provided by each department as needed and required. 

 
Banner users will not share their access credentials with anyone. If it is found that 
credentials have been shared, any user involved may be subject to disciplinary action. 

All Banner information must be treated as confidential. Public or “directory” information 
is subject to restriction on an individual basis. Unless your job involves release of 
information and you have been trained in that function, any requests for disclosure of 
information, especially outside the College should be referred to the appropriate office. 

 

Sources 

 

• Federal Education Rights and Privacy Act (FERPA) 

• Health Insurance Portability and Accountability Act (HIPAA) 

Related Policies 

 

• 08-03-00 Acceptable Use Policy  

• 08-04-00 Privacy Policy  

• 08-05-00 Authorization for Use 

• 08-06-00 Password Policy  

Change Log 

 

Date Change By 

3/18/2021 Policy created BR, PAK 

7/15/2021 Change “Vice President of 
Business and Finance” to 
“Director of Accounting”. 

PAK 

 
Approved by President’s Cabinet 6/14/21    

 



  

NSCC Policy 08-15-00 Changing data in the Oracle database using SQL 
 

Purpose   

 

The purpose of this policy is to establish controls for changes to the Oracle Banner 
database via SQL requested by end users. 

 

Definitions 

 

SQL is Structured Query Language, used by Analysts and Developers to create, 
modify, or delete data and other database objects directly in the Oracle database, 
and not through the Graphical User Interface (i.e. – Banner Admin Pages, Banner 
Self Service). 

 

Policy 

 

Changes made by a Technology Services Division Systems Analyst to data in 
the Oracle Banner database must be authorized in writing by three permanent 
staff:  the Data Owner, that person’s supervisor, and the Director of Technology 
Services. 
 
Using SQL to change data in the Oracle Banner database should be on an 
exception basis and only if the owner of that data cannot make the change 
through Banner user interfaces or in the case that mass changes are required. 
TBR/Ellucian database personnel have recommended using SQL to make the 
change. 
  



  

 
 

1. These changes should only be requested if it is essential to maintain the 
integrity of student, financial, human resources, etc. Information. 
 

2. Any request for database changes using SQL will be made directly to the 
Data Owner of the data in question.  Nashville State Community College 
has determined that the following titles “own” Banner data: 

 
3. Requests for a change to data in a “G” table using SQL must be reviewed 

by all data 
owners who 
share access 
to the data it 
contains. 
 
4. If the 
Data Owner 
approves of 

the request, he or she should make a written request to the Director of 
Technology Services using the Request to Change Banner Data via SQL 
form detailing what data is to be changed, from what value to what value, 
and why this is essential.  He or she must sign and date this request. 
 

5. The Data Owner’s supervisor must review, sign and date the request. 
 

6. The Director of Technology Services will review all such requests in 
consultation with the Assistant Director of Administrative Information 
Services and either approve the request in writing, or return it to the data 
owner disapproved with the reason being given. 
 

7. If the data change request is approved, the task will be assigned to a 
Systems Analyst who will use SQL to make the change.  He or she will 
document the change by saving a copy of the SQL code and the resulting 
SQL output in the appropriate Banner project folder, and attaching copies 
to the written request.  The Assistant Director of Administrative Information 
Services will review the change and sign it as being completed. 
 

8. The change documentation and the original request will be saved by the 
Technology Services Division Coordinator. 

 
 
 
 
 
 
 
 

Form Owner 
N Director of Human Resources 
P Payroll Manager 
F Director of Accounting 
T Bursar 
S Director of Records & Registration 
R Director of Financial Aid 
A Director of Advancement 



  

 
 
 
 
Change Log 
    
Date Change By 
11/22/17 Punctuation correction # 1   PAK 
3/16/2021 Formatted for new policy format PAK 
3/16/2021 Title and name changes PAK 
7/14/2021 Changed Finance Data Owner from “Vice 

President for Finance and Administration” to 
“Director of Accounting”. 

PAK 

 
 
Approved by President’s Cabinet 6/14/21    
 



 

 

NSCC Policy 08-16-00 Electronic Key Cards 

  

Purpose  

The purpose of this policy is to establish the security parameters of the Technology 

Services Division physical spaces on campus. 

Definitions  

Keycard: NSCC currently uses the Continental Access electronic card system, consisting 

of electronic door locks, control equipment, credit-card size electronic keycards, and 

administrative software to control access to rooms on campus. 

Policy 

1. The corridor doors to the Technology Services Division office suites and to the 

Data Center are to be kept locked at all times and the door to the Secretary’s office 

is to be kept locked when unattended 

2. Venetian blinds on the Data Center doors are to be kept closed 

3. Keycard access is authorized by a Key Request to the Division of Safety and 

Security 

4. 2. An electronic keycard to Technology Services Division offices may be issued to 

the following persons: 

a. All TSD personnel requiring access 

b. Individuals with approval from the Director of Technology Services 

c. Director of Safety and Security 

5. Visitors are welcome to the Technology Services Division office when staff 

members are present  
6. Keycard access to the Data Center is issued only to TSD personnel who routinely 

perform work-related functions or occupy office within that space 

7. Visitors to the Data Center, including employees without keycard access to the 

Data Center and vendor technicians performing work on equipment in the data 

center, will be accompanied by a TSD employee 

8. Visitors to the Data Center, including employees without keycard access to the 

Data Center and vendor technicians performing work on equipment in the data 

center, will sign the paper visitor log 

9. Network closets will be kept locked and keycard access granted to TSD personnel 

who work on the equipment contained within 

10. The electronic keycard will be returned to the Security Office when an employee is 

separated from employment 

  



 

 

Change Log  

 

Date Change By 
3/17/2021 Created from S&P B5 and C1 PAK 
   
   

 

 

Approved by President’s Cabinet 6/14/21    

 



 

 

NSCC Policy 08-17-00 Computer Security Awareness  

  

Purpose  

The purpose of this policy is to establish executive administration authorization to conduct 

Security and Privacy Awareness training for faculty and staff. 

Definitions  

Security and Privacy Awareness training consists of a curriculum of modules that cover 

best practices for password construction and handling, computer use, training in the 

techniques of hackers including phishing, vishing, spear phishing, malware, spyware, 

ransomware, and ways to recognize and avoid computer-based threats. 

Policy/Guideline    

The Technology Services Division will conduct Security and Privacy Awareness training 

for the college at least annually. 

Related Policies  

08-03-00 Acceptable Use Policy 

08-04-00 Privacy Policy 

08-05-00 Authorization for Use 

08-06-00 Password Policy 

08-07-00 Remote Network Access 

08-08-00 Wireless Policy 

Change Log 

Date Change By 

3/17/2021 Policy created PAK 

   

 

 

Approved by President’s Cabinet 6/14/21    

 



NSCC Policy 08-18-00 Software Patching 

 

Purpose 

 

The purpose of this policy is to ensure that systems, data, and personally identifiable 
information (PII) are adequately protected by maintaining appropriate and timely 
updates/patches/maintenance consistent with the compatibility requirements of 
application software and the availability of system outage windows. 

 

Policy 
 

1. Windows Server 
a. Installation:  The newest generally available release compatible with the 

application workload is installed when a new server (virtual or physical) is 
built. 

b. Upgrade:  Major release upgrades depend upon the ability of the 
application to function with the upgraded Windows Server release and on the 
availability of patch fixes for an existing release. Upgrades are not done in 
place, but via migration to a new server 

c. Patching:  Each server automatically checks for and retrieves all available 
patch updates from Microsoft for all installed Microsoft software (i.e. – 
Windows Server, Exchange, SQL Server, Sharepoint, SCCM), applies the 
patches and reboots. This process is set to run on most servers at 3:00 am 
nightly. 

2. Linux Server 
a. Installation:  The newest generally available release compatible with the 

application is installed when a new server (virtual or physical) is built. 
b. Upgrade:  Major release upgrades depend upon the ability of the 

application to function with the upgraded Linux Server release and on the 
availability of patch fixes for an existing release. Upgrades are not done in 
place, but via migration to a new server.  

c. Patching:  Linux vendors (i.e. – Red Hat) send email notifications to the 
system administrator to announce the availability of package updates (Linux 
updates consist of replacements for entire functional packages). The system 
administrator retrieves and applies package updates during scheduled 
outages monthly. Critical security patches released to address specific issues 
are installed as needed by arranging outage time with the consent of the user 
community. 

 
3. KACE Servers 



a. Installation:  KACE is a turnkey system provided and supported by Dell. 
NSCC does not choose the operating system, which is a form of Linux. 

b. Upgrade:  See item a. above. 
c. Patching:  KACE Servers automatically check for and retrieve patch 

updates. The availability of updates is reported on the system console, and 
they are applied on command by a TSD technician as they become available. 

4. Oracle Database and Middleware 
a. Installation: Database and Middleware versions are installed for 

compatibility with Banner application software as communicated by Ellucian 
via the TBR Information Technology Office. 

b. Upgrade: Software versions and upgrade timing is determined and 
communicated by Ellucian via the TBR Information Technology Office. TSD 
implements version upgrades in production during the outage windows 
available in January, April and October. 

c. Patching: Oracle issues Security Patch Updates quarterly: January, April, 
July and October. SPU packages are cumulative, and therefore include all 
updates issued in prior packages. TSD applies the quarterly patches 
according to the following schedule: January SPU to Banner test systems in 
January and Banner production systems in February; April SPU to Banner 
test systems in April and Banner production in May; July SPU to Banner test 
systems in July and the Banner Production in August; and the October SPU 
to Banner test systems in October and the Banner Production systems in 
November. 

5. Banner Module Updates and Patches 

a. TBR distributes Banner version updates for all Banner modules except 

Financial Aid in quarterly releases: January, April, July, and October.  

Upon Data Owner approval, TSD applies the quarterly releases according to 
the following schedule: 

• The January release is applied to Test system the 3rd Monday in April 

and applied to the Production system the first Sunday in May. 

• The April release is applied to Test system the 3rd Monday in July and 

applied to the Production system the first Sunday in August. 

• The July release is applied to Test system the 3rd Monday in October 

and applied to the Production system the first Sunday in November. 

• The October release is applied to Test system the 3rd Monday in 

January and applied to the Production system the first Sunday in 

February. 

b. TBR issues Financial Aid version updates as needed based on regulatory 
requirements. TSD installs FA updates for testing in coordination with the 
NSCC Financial Aid office. Updates are installed in production on a weekday 
evening upon approval of the Financial Aid office and in coordination with the 
Banner user community, as a Banner outage is required. 

c. TBR issues patch updates for Banner modules as needed to address security 
issues, bug fixes, and new or updated functionality. TSD installs these 



patches in Banner test in coordination with the affected user department, and 
in Banner production upon their approval. 

d. Automic Application Manager is a third-party batch job scheduling system 
licensed and supported by Ellucian. TSD initially installed the product as 
AppWorx, which became UC4 after a corporate acquisition, and is now 
Automic. TSD receives notice from the TBR Information Technology Office 
regarding the availability of updates and applies them during the normal 
Banner maintenance windows. 

e. BDMS (Banner Document Management System) is the Banner database 
support for the external Xtender Document Imaging system, used by various 
administrative departments to scan and index paper documents for electronic 
retrieval. TSD installs updated versions of BDMS as needed during normal 
Banner maintenance windows to maintain compatibility with other Banner 
modules in accordance with the Ellucian Compatibility Matrix. 

f. ePrint is a report archival server for Banner reports. Unless a critical security 
patch is necessary, all updates are scheduled to coincide with the normal 
Banner maintenance windows. 

g. MAPS is a third-party (eVisions) server that supports the Argos report builder, 
Intellicheck check processing application for Banner, and FormFusion report 
formatter for Banner. The MAPS server displays a message when an 
administrator logs in when updates are available. The administrator applies 
the updates during the normal Banner maintenance window. 

h. Xtender is a third party document imaging application licensed and supported 
by Ellucian. Xtender component versions are updated to maintain 
compatibility with BDMS (described above). This is sometimes done off-cycle 
from the BDMS update if the BDMS version supports both the existing and 
target versions of Xtender. The update is then scheduled in coordination with 
the users. 

6. Windows Desktop 
a. Installation:   The Windows Desktop Operating System version is selected 

for classroom and lab computers to meet the instructional needs of the 
faculty. Faculty and staff office PCs are installed with the then current stable 
version of Windows.  

b. Upgrade:        PCs are generally not upgraded in place, and are instead 
replaced as they age out of service. PCs are purchased with a 3-year 
warranty and are replaced on a 4 to 5 year cycle. 

c. Patching: 
i. Most staff and classroom PCs are updated via the Microsoft Systems 

Center Configuration Manager server in the main campus data center. 
SCCM downloads and stores updates, which Microsoft provides 
monthly. The updates are distributed to PCs each month. 

ii. PCs in certain classrooms on each campus are on a network isolated 
from the main college network by Network Address Translation. These 
PCs are configured to automatically download and install patch 
updates directly from Microsoft. 



iii. TouchNet Cashier Stations on each campus are configured to 
automatically download updates from Microsoft. The updates are 
applied monthly by a technician. 
 
 
 

7. Apple Desktop 
a. Installation: TSD installs the version of Apple OSX that meets the 

instructional needs of the faculty. Installation images are distributed to client 
machines by KACE. 

b. Upgrade: Apple releases a new OSX version (i.e. 10.9 to 10.10) each 
October. KACE provides support for the new version within the first quarter 
of the following year. TSD distributes the new version to client machines 
during the summer semester. Apple desktops are purchased with a 3-year 
warranty, and are replaced on a 4 to 5 year cycle. 

c. Patching: Apple issues 4 to 5 patch packages each year, emailing 
notification of the releases to registered developers. TSD distributes the 
patches via KACE upon availability. Apple will also release security patch 
updates as needed. TSD distributes and applies these patches upon receipt. 

8. Apple iPad 
a. Installation: iPads are purchased with the current release of IOS pre-

installed. 
b. Upgrade: TSD configures each iPad to automatically download and install 

IOS updates as they become available. A life cycle for NSCC iPads has not 
been determined. 

c. Patching: See Upgrade item above. 
 
 
 
 
 
Change Log 
 

Date Change By 

3/16/2021 Formatted for new policy format PAK 

3/16/2021 CSD = TSD PAK 

3/16/2021 Removed software version information PAK 

 
 
Approved by President’s Cabinet 6/14/21    
 



NSCC Policy 08-19-00 Computer Software Copyright 

 

Purpose  

 

The purpose of this policy is to make employees aware of copyright laws, penalties associated 
with the violation of these laws, and the College policy related to computer software.  

 
Policy 
 
1. The principles of copyright law are designed to promote the creation, publication, and use 

of works of intellect.  These precepts are in the mutual interest of the school, author, and 
publisher communities of the public. 

 
The unauthorized use or distribution of copyrighted software may violate federal or state 
laws.  Making copies of computer software is subject to federal copyright laws.  Violation 
of these may result in the filing of a civil lawsuit against the alleged infringer.  If 
infringement is proved, the infringer may be ordered to pay monetary damages.  It is also 
a violation of the Tennessee State Computer Crimes Act to acquire or use software 
without proper authorization.  Such illegal activity may result in criminal prosecution. 

 
2. College employees and students may be held personally liable in civil actions for activities 

which are in violation of state law or Tennessee Board of Regents policy. 
 
 

Sources  
 

TBR Policy 1:08:00:00 Sections VI C.3 and VII A.1 

2010 Tennessee Code 
Title 39 - Criminal Offenses 
Chapter 14 - Offenses Against Property  
Part 6 - Tennessee Personal and Commercial Computer Act of 2003  
39-14-602 - Violations Penalties 
 
 
Change Log 
 
Date Change By 
3/16/2021 Formatted for new policy format PAK 
3/16/2021 Added reference to TN Code Title 39 PAK 

 
Approved by President’s Cabinet 6/14/21    
 



NSCC Policy 08-20-00:  Information Security Policy 

  

Purpose  

The purpose of this policy is to establish a framework for the protection of information 
resources of the college. 

Definitions  

If appropriate and needed 

Policy/Guideline    

1. Acceptable Use: The use of information resource of the college is governed by 
policy 08-03-00 Acceptable Use Policy 

2. Privacy: Protection of the privacy of students, faculty and staff is governed by 
policy 08-04-00 Privacy Policy 

3. Authorization: Access to information resources of the college is governed by policy 
08-05-00 Authorization for Use 

4. Passwords: The format and handling of passwords is governed by policy 08-06-00 
Password Policy 

5. Remote Access: The ability to connect to the college computer network is 
governed by policy 08-07-00 Remote Network Access 

6. Wireless Network Access: The use of college wireless network is governed by 
policy 08-08-00 Wireless Policy 

7. IPads: The use of iPads and other mobile devices is governed by policy 08-09-00 
iPad Policy 

8. Employee Separation: The disposition of information resources of separated 
employees is governed by policy 08-10-00 Employee Separation Policy 

9. Chain of Custody: Tracking and disposition of college-owned equipment  
10. Argos: User access to Argos reports is governed by policy 08-13-00 Argos Access 

Authorization 
11. Banner: User access control and protection of Banner data is governed by policy 

08-14-00 Banner Access and Security Policy 
12.  Banner Data: Control of the use of SQL to change Banner data in the Oracle 

database is governed by policy 08-15-00 Changing Oracle Data 
13. Keycards: Physical access to TSD facilities on campus is governed by policy 08-

16-00 Electronic Key Cards 
14.  Training: Policy 08-17-00 is the policy under which Computer Security Awareness 

training is conducted for employees of the college 
15. Patching: The systems, manner and timing of system software updates is governed by 

policy 08-18-00 Software Patching 
16. Copyright: Policy 08-19-00 Computer Software Copyright is established to protect the 

college from violation of copyright laws 



Related Policies  

• See above 

Change Log 

Date Change By 
6/18/2021 New policy created PAK 

 

 

Approved by President’s Cabinet 6/14/21    

 



Nashville State Policy 09-01-00:  Events and Facilities Usage 

Purpose  

Nashville State Community College (Nashville State or the College) regulates the use of its campus 
property and facilities in order to be consistent with the college mission and educational purpose 
through the implementation of reasonable, content/viewpoint neutral regulations. This policy, and all 
campus policies developed in compliance with the policy, shall be implemented and construed so as to 
ensure no undue disruption of that mission; to promote an educational atmosphere on campus; to 
prevent commercial exploitation of students; and to prevent use of campus property and facilities 
contrary to federal, state or local law, regulation, or the rules and policies of the Tennessee Board of 
Regents (TBR), its institutions and schools. 
 
In establishing this policy and the related college policies, the Nashville State recognizes the importance 
to the educational process and environment for persons affiliated with the College, including officially 
recognized student organizations and other groups, to have reasonable access to, and use of the 
educational facilities on campus to hear various views.  
 
Simultaneously, Nashville State also makes clear that its facilities are not open public forums but are 
instead intended solely for use consistent with the advancement and orderly administration of its 
educational mission for the benefit of its students, faculty, staff, and affiliated entities. As such, Nashville 
State does not ordinarily make its buildings or other facilities available to outside individuals or outside 
groups. Exceptions may be made only if the proposed use is consistent with this policy and institutional 
policy and mission.  
 
Priority for the use of college facilities is in the following order: 1) credit and non-credit classes and 
programs, 2) college-sponsored activities, 3) all other requests for usage.  
 
The use of certain Nashville State facilities by non-affiliated entities/individuals is allowed under the 
policies and guidelines prescribed in this policy. 

 
Definitions  

• Non-affiliated entities – any person, group, or organization which is not an affiliated entity or 
individual. 

• Non-affiliated individual – any person who is not an affiliated individual. 
• Affiliated entities – an official registered student, student group or student organization. 
• Affiliated individuals – person officially connected with the institution including students, 

faculty, and staff. 
• Student - a person who is currently registered for a credit course or courses, non-credit course 

or program at the institution, including any such person during any period which follows the end 
of an academic period which the student has completed until the last day for registration for the 
next succeeding regular academic period. 



Policy/Guideline    

I. Introductions 
a. A list of the facilities available for rental and the rental charges are shown in Attachment 

I. Any facility not listed is unavailable for rental.  To apply for use of these facilities, 
individuals must complete the Facility Usage Application (Attachment II) and submit it to 
the Facilities Management department as indicated on the application. Unless 
otherwise stated, applications must be received at least fourteen (14) business days 
prior to the requested rental date(s).  

i. Where an application for an event involving an outside speaker involves 
payment of a total fee and/or expenses in excess of $2,500.00 from institutional 
funds, the request must be submitted at least twenty (20) working days prior to 
the date of the proposed speaking engagement.   

ii. The College will consider applications received later than the stated date but 
may not be able to accommodate late filed requests. 

b. When applying to use any of the College’s facilities, please be aware that:  All non-profit 
groups will be required to provide proof of non-profit status.  Local business and civic 
organizations may use college facilities for group activities that serve the community. 
Any activity that is scheduled must be consistent with college policies.  Approval of a 
request for use of any Nashville State facility is at the sole discretion of the College. 
 

II. Scheduling of Facilities:  
a. The Facilities Management department is responsible for receiving and processing all 

applications for use of any facilities by businesses and organizations not affiliated with 
the College and will make all necessary arrangements regarding security and cleaning.  
All applicants will be notified via the email address provided on the application within 
seven (7) business days of the completed application’s receipt. If an application is 
denied, the reason will be provided and will be one or more of the reasons detailed in 
the Denial of the Use of Facilities section.  

b. Any denial of a request will be based solely on factors related to reasonable regulations 
in light of the College’s mission and the nature of the facility or property requested and 
rendered in a content/viewpoint neutral manner.  In all cases where an application for 
access or use of campus facilities or property is approved, such use will be subject to the 
execution of an appropriate written agreement regarding the conditions applicable to 
the approved access/use, which shall include, but not be limited to, the terms and 
conditions set forth in this policy. 
 

III. Costs (see Attachment I): Exceptions to this policy can be made upon approval of the 
president of Nashville State Community College. All groups both profit and non-profit, must 
compensate the College (at the rates listed) for such products and services as, but not 
limited to, the following: space rental; damages to equipment or facilities; additional college 



personnel needed for the event, including technical, custodial, electrical, and security staff; 
technical equipment and supplies; lighting and heating. 

 
IV. Payment Policy: Unless stated otherwise herein, all payments of approved requests for 

facilities must be received at least seven business days prior to the rental date. If payment is 
not received at least seven business days prior to the rental date, the renting group may be 
denied access to the facility. 

 
V. Cancellation Policy:  Unless stated otherwise, all cancellations of approved requests for 

facilities must be submitted at least seven business days prior to the event, or a $25 
administrative fee will be charged.  Approved requests may be terminated without the 
above described notice upon grounds that the facility has been rendered unusable or the 
activity has been canceled due to an act of God. The Institution may also terminate this 
Agreement if it becomes aware of any threat to personal or public safety arising from the 
intended use. In all other events of cancellation of the activity, the User shall pay to the 
institution all actual costs and/or "out of pocket" expenses incurred by the Institution, 
including the expenses associated with any ticket refunds. Any deposit being held by the 
College will be refunded. 

 
VI. Miscellaneous:   

 
a. The use and/or possession of alcoholic beverages on the College’s property is 

prohibited, unless authorized by the College’s President.  
b. The College’s Marketing and Communications Department must review all press 

releases and advertisements prior to release regarding events scheduled in college 
facilities to ensure accuracy of the information being provided as it relates to the 
College.   

c. If there are audio/visual needs, the group requesting use of the facility must meet with a 
representative of Technology Services to determine technical requirements at least four 
(4) weeks prior to the date of the scheduled event. If it is determined more technical 
assistance is required above what is included in the facility rental rate, additional 
charges will apply. Such determination is at the sole discretion of the College. 

d. If rental is of outdoor spaces and power is needed and available in the area, the group 
requesting use of the facility must meet with the College’s Facilities Management to 
determine electrical requirements at least two (2) weeks prior to the date of the 
scheduled event. Additional installation and electrical usage charges will apply for any 
additional setup. Any electrical installation must comply with all applicable codes. 

e. Proof of insurance will be required for all rentals. A minimum $1 million commercial 
general liability policy will be required. Nashville State must be listed as an additional 
insured on the policy, and proof of coverage must be provided to the Facilities 
Management Department at least seven business days prior to the rental. The renting 
organization agrees to hold harmless the College in any instance involving damage 



and/or theft. The renting organization will be liable for any damages to the College’s 
facilities and equipment and will be required to reimburse Nashville State for all related 
expenses incurred, including, but not limited to, cost of repair or replacement. 

f. In the event that an affiliated or non-affiliated group wishes to perform or sponsor a 
performance of copyrighted musical compositions: The Applicant certifies that Applicant 
has obtained all necessary copyright and royalty licenses from ASCAP, BMI, SESAC, any 
other performing rights organization or the copyright owner for the performance(s) 
presented under the terms of this agreement.  The Applicant agrees to indemnify, hold 
harmless, and defend the College and the State of Tennessee from and against any and 
all claims, demands or suits which may be brought for copyright infringement allegedly 
arising in the course of the performance(s) presented under the terms of this 
agreement. Such indemnification shall extend to both criminal and civil actions and shall 
include any loss, damage, penalty, court costs or attorneys' fees incurred by the College.  
The College and/or State shall promptly notify the Applicant of any such claim brought 
against the state. The settlement or compromise of any claim brought against the state 
shall be subject to the approval of the appropriate state officials, as required by T.C.A. § 
20-13-103. 

 
VII. General Conditions for Use of Property or Facilities:   

a. Once an affiliated or non-affiliated individual or entity has permission to use college 
property or facilities the requirements outlined in this section, as well as all other 
requirements put forth in this policy and other College policies must be met. Violation 
of, or failure to comply with, the requirements set forth in this policy or other college 
policies may result in the immediate revocation of previously granted approval for 
access/use of campus facilities or property. 

b. Building codes, fire codes, and safety standards applicable to a particular facility and/or 
property must be met. 

c. All Nashville State and TBR rules and/or policies must be followed. 
d. Sound amplification equipment may be used only when prior approval has been given 

by the appropriate official, considering the college mission and the nature of the facility 
or property requested, location, and time of day. 

e. Any rental of college equipment must follow the appropriate college policy and 
procedure. 

f. Nashville State is a tobacco-free campus and any group renting College facilities must 
abide by this policy. 

g. All individuals and/or entities using college property and/or facilities must agree to 
indemnify the College and hold it harmless from any and all liabilities arising out of such 
use of the property and/or facilities, including, but not limited to, personal injury, 
property damage, court costs and attorneys’ fees. 

h. All persons operating motor vehicles in conjunction with an approved use/access of 
campus facilities and/or property shall be subject to college and TBR rules, regulations, 
policies and procedures regarding traffic and parking. 



i. Users of facilities or property and/or their sponsor(s) are responsible for all activities 
associated with the event. 

j. Use of the requested facility and/or property shall be limited to the declared purpose in 
the application for use/access to campus facilities and/or property. 

k. Access to, or use of, campus facilities shall not be permitted overnight unless specifically 
requested and approved pursuant to the requirements of this policy and/or other 
applicable college policies. Such use shall be limited to the specific time and location set 
forth in the notice of approval/registration document. 

l. All persons on campus in conjunction with an approved application for use/access shall 
provide adequate identification upon request to appropriate officials and security 
personnel of the institution. Persons or groups who refuse to provide such identification 
may be subject to immediate removal from campus and/or disciplinary action. In 
appropriate circumstances, such persons may become subject to arrest and/or 
prosecution. 

m. Nashville State shall have the right to terminate the use of campus facilities or property 
by any group, organization or individual which violates any provision of this policy, 
college policy, local, state, or federal law or regulation. 

 
VIII. Denial of the Use of Facilities:  Nashville State may deny affiliated entities or individuals or 

non-affiliated entities or individuals the use of college facilities, including unassigned areas, 
for any one of the following reasons: 
a. The property or facilities have been previously reserved by another group, organization 

or individual with equal or higher priority. 
b. Frequency of previous use during an academic period in comparison to that of a 

contemporaneous applicant. 
c. Use of the property or facilities requested would be impractical due to scheduled usage 

prior to or following the requested use, or due to other extenuating circumstances. 
d. The applicant or sponsor of the activity has not provided accurate or complete 

information required on the application for registration.  
e. The applicant or sponsor of the activity has been responsible for violation of college or 

TBR policy during a previously registered use of campus property or facilities. 
f. The applicant has previously violated any conditions or assurances specified in a 

previous registration application. 
g. The facility or property requested has not been designated as available for use for the 

time/date. 
h. The anticipated size or attendance for the event will exceed building/fire codes, 

established safety standards, and/or the physical or other limitations for the facility or 
property requested. 

i. The activity is of such nature or duration that it cannot reasonably be accommodated in 
the particular facility or area for which application is made. 

j. A determination that the size and/or location of the requested use would cause 
substantial disruption or interference with the normal activities of the institution, the 



educational use of other facilities or services on campus or the flow of vehicular or 
pedestrian traffic. 

k. The activity conflicts with existing contractual obligations of the institution. 
l. The activity presents a clear and present danger for physical harm, coercion, 

intimidation, or other invasion of lawful rights of the institution's officials, faculty 
members, or students; for the damage or destruction, or seizure and subversion, of the 
institution's or school's buildings or other property; or for other campus disorder of a 
violent or destructive nature.  In determining the existence of a clear and present 
danger, the responsible official may consider all relevant factors. 

m. A determination that the requested use would be contrary to local, state, or federal law, 
regulation, or the policies or regulations of the TBR or the institution. 

n. The College cannot accommodate the activity within the requested timeframe. 
 

Sources 
 
Tennessee Board of Regents Access to and Use of Campus Property and Facilities 1.03.02.50 
 
Tennessee Board of Regents Approvals of Agreements and Contracts 4.02.01.00 
 
Tennessee Board of Regents Lease Procedures and Guidelines B-026 
 
T.C.A. §§ 49-8-203; 8-50-1001 
 
Approved by President’s Cabinet 1/10/22 
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13 Internal Audit 

 
Applicable Department 
Internal Audit 
 
13-01-00 Purpose 
This policy addresses staffing, responsibilities of the internal audit function, audit planning and 
reporting on internal audit activities. 
In addition to this policy, the Tennessee Board of Regents (TBR) Office of System-wide Internal 
Audit maintains an audit manual.  The purpose of the audit manual is to provide for consistency, 
continuity, and standards of acceptable performance.  The Internal Audit Department shall 
follow the audit manual.   
 
13-02-00 Introduction 

A. The Internal Audit Department contributes to the improvement of the College's 
operations by providing objective and relevant assurance regarding risk management, 
control and governance processes to management.   

 
B. Management is responsible for evaluating the College's risks and establishing and 

maintaining adequate controls and processes.   
 

C. To provide relevant information, the internal audit activity will consider the goals of the 
College, management's risk assessments and other input from management in 
determining its risk-based audit activities. 

 
13-03-00 Internal Audit Standards 

A. The Internal Audit Department shall adhere to The Institute of Internal Auditors' (IIA) 
International Standards for the Professional Practice of Internal Auditing and Code of 
Ethics (T.C.A. § 4-3-304(9)).  The IIA’s International Professional Practices Framework 
(IPPF) incorporates the definition of internal auditing, the International Standards for the 
Professional Practice of Internal Auditing, the Code of Ethics, and the Core Principles for 
the Professional Practice of Internal Auditing into one document.  It includes the 
following definition of internal auditing: 

 

1. Internal Auditing is an independent, objective assurance and consulting activity 
designed to add value and improve an organization's operations.  It helps an 
organization accomplish its objectives by bringing a systematic, disciplined approach 
to evaluate and improve the effectiveness of risk management, control, and 
governance processes. 

 
B. Risk is the possibility of an event occurring that will have an impact on the achievement 

of the College's goals and objectives. 
1. Risk is measured in terms of the impact an event may have and the likelihood that 

the event will occur. 
2. To optimize the achievement of the College's goals and objectives, TBR and the 

College’s management acts to minimize the related risks by implementing 
reasonable procedures to control and monitor the risks. 
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C. Governance processes are the combination of processes and structures implemented by 
TBR and the College to inform, direct, manage, and monitor the activities of the 
organization toward the achievement of its objectives. 

1. Examples of such processes include; 
a. The organizational structure within the College or a department. 
b. Policies, guidelines and procedures instituted by TBR or the College to 

direct and control a particular activity such as maintenance fees or hiring 
practices.  

c. Preparation and review procedures for preparing reports such as annual 
financial statements or federal grant or financial aid reports. 

D. The IPPF includes attribute standards, which address the expected characteristics of 
organizations and individuals performing internal audit activities and performance 
standards, which describe the nature of internal audit activities and establish criteria to 
evaluate the performance of internal audit activities. 

E. To assure compliance with the IIA Standards, the Internal Audit Department must 
implement and maintain a quality assurance and improvement program that incorporates 
both internal and external review activities. 

1. Internal reviews include both ongoing and periodic review activities. 
2. External reviews must be performed at least every five years by a qualified, 

independent reviewer. 
3. Results of quality assurance reviews will be communicated to TBR Audit 

Committee and College management. 
 

13-04-00 Internal Audit Personnel 

A. The College shall employ at least one full-time internal auditor. 
B. Titles of internal audit staff shall be consistent within the overall institutional 

structure. 
C. Internal Audit Staff 

1. Internal audit staff must possess the professional credentials, knowledge, 
skills, and other competencies needed to perform their individual 
responsibilities. 

2. The internal audit function collectively must possess or obtain the 
knowledge, skills, and other competencies needed to perform its 
responsibilities. 

3. The Internal Audit Director must be licensed as a Certified Public 
Accountant or a Certified Internal Auditor, maintain an active license and 
annually complete sufficient, relevant continuing professional education to 
satisfy the requirements for the professional certification held. 

4. Other internal auditor staff should annually complete sufficient, relevant 
continuing professional education to satisfy the requirements for their 
related professional certification or, at a minimum, forty hours of relevant 
continuing professional education. 

5. Internal Audit Director should communicate concerns to management and 
the System-wide Chief Audit Executive regarding the lack of sufficient 
resources to complete the objectives of an engagement or the audit plan. 
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6. Such resources may include the need for additional personnel or personnel 
with specialized knowledge, such as those with knowledge of fraud, 
information technology or other technical areas. 

D. Appointments 
1. The appointment of Internal Audit Director as recommended by the 

President is subject to approval by the Chancellor or designee (T.C.A. 
§.49-14-106). 

E. Compensation 
1. Compensation of the internal auditors is subject to review by the Audit 

Committee of the Board of Regents. 
F. Termination or Change of Status 

1. The termination or change of status of Internal Auditor Director (T.C.A. § 
49-14-106) requires the prior approval of the Chancellor and the Audit 
Committee of the Board of Regents. 

13-05-00 Internal Audit Role and Scope 
A. Reporting Structure 

1. In accordance with T.C.A. § 49-14-102, the System-wide Chief Audit Executive 
reports directly to the Audit Committee and the Tennessee Board of Regents. 

2. The College internal auditors report administratively to the President with audit 
reporting responsibility to the Audit Committee and the Board through the 
System-wide Chief Audit Executive. 

3. This reporting structure assures the independence of the internal audit function. 

B. The TBR, Office of System-wide Internal Audit, hosts periodic meetings and 
communicates with the audit directors on matters of mutual interests. 

C. The Office of System-wide Internal Audit maintains an internal audit manual to guide 
the internal audit activity in a consistent and professional manner at each institution. 

D. The internal auditors’ responsibilities include: 
1. Working with management to assess institutional risks and developing an audit 

plan that considers the results of the risk assessment. 

2. Evaluating institutional controls to determine their effectiveness and efficiency. 

3. Coordinating work with external auditors, program reviewers, and consultants. 

4. Determining the level of compliance with internal policies and procedures, state 
and federal laws, and government regulations. 

5. Testing the timeliness, reliability, and usefulness of institutional records and 
reports. 

6. Recommending improvements to controls, operations, and risk mitigation 
resolutions. 

7. Assisting the College with its strategic planning process to include a complete 
cycle of review of goals and values. 

8. Evaluating program performance. 

9. Performing consulting services and special requests as directed by the Audit 
Committee, the Chancellor, or the President. 

E. The scope of internal auditing extends to all aspects of institutional operations and 
beyond fiscal boundaries.  The internal auditor shall have access to all records, 
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personnel, and physical properties relative to the performance of duties and 
responsibilities. 

F. The scope of a particular internal audit activity may be as broad or as restricted as 
required to meet management needs. 

G. Objectivity is essential to the internal audit function.  Therefore, internal audit 
personnel should not be involved in the development and installation of systems and 
procedures, preparation of records, or any other activities that the internal audit staff 
may review or appraise.  However, internal audit personnel may be consulted on the 
adequacy of controls incorporated into new systems and procedures or on revisions to 
existing systems. 

H. Management is responsible for identifying, evaluating, and responding to potential 
risks that may impact the achievement of the College’s objectives.  Auditors 
continually evaluate the risk management, internal control, and governance processes.  
To facilitate these responsibilities, Internal Audit will receive notices or copies of 
external audit reviews, program reviews, fiscally related consulting reports, cash 
shortages, physical property losses, and employee misconduct. 

 

13-06-00 Audit Plans and Activity Reports 

A. Internal Audit shall develop an annual audit plan using an approved risk assessment 
methodology. 

B. At the beginning of each fiscal year, after consultation with the Chancellor or President 
and other College management, Internal Audit will prepare an annual audit plan.  The 
audit plan must be flexible to respond to immediate issues and will be revised for such 
changes during the year. 

C. Audit plans and revisions will be reviewed by the System-wide Chief Audit Executive 
and approved by the Audit Committee. 

D. At the end of each fiscal year, Internal Audit will prepare an annual activity report of all 
significant audit services performed. 

E. Annual activity reports and approved audit plans will be provided to the Comptroller's 
Office, Division of State Audit. 

 

13-07-00 Audit Engagements 

A. Audit engagements will be planned to provide relevant results to management and the 
Audit Committee regarding the effectiveness and efficiency of processes and controls 
over operations.  To ensure management's expectations are met, auditors will 
communicate with management regarding the objectives and scope of the engagement. 

B. In planning and during the engagement, auditors should consider and be alert to risks that 
affect the College's goals and objectives, operations and resources.  Auditors should 
consider risks based on the operations under review, which include but are not limited to 
the risk of financial misstatements, noncompliance and fraud. 

C. An audit work program will be designed to achieve the objectives of the engagement and 
will include the steps necessary to identify, analyze, evaluate and document the 
information gathered and the conclusions reached during the engagement. 
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D. Working papers that are created, obtained or compiled by an internal audit staff are 
confidential and are not an open record (T.C.A. § 4-4-304(9)). 

 

13-08-00 Communicating Audit Results 

A. A written report that documents the objectives, scope, conclusions, and recommendations 
of the audit will be prepared for audit engagements providing assurance to the Board and 
management.  Management will include corrective action for each reported finding. 

B. Internal Audit will follow-up on findings or recommendations included in internal audit 
reports, investigation reports, and State Audit reports. The status of Internal Audit 
recommendations and/or findings will be monitored through the recommendation logs.  
For recommendations not corrected at the time of Internal Audit follow-up or the 
corrective action due date, management will be asked to provide a revised corrective 
action implementation date.  A written internal audit follow-up report is required for all 
State Audit reports that include findings, regardless of the current status of audit 
findings. The Chancellor or the President, along with the Audit Committee, will be 
notified at the conclusion of a follow-up review if management has not corrected the 
reported finding or implemented the recommendation. 

C. A written report that documents the objectives, scope, conclusions and recommendations 
will be prepared for investigations resulting from allegations or identification of fraud, 
waste or abuse. As appropriate to the circumstances, management will include corrective 
action for each reported finding.  In a case where allegations are not substantiated by the 
review and there are no other operational concerns to report to management regarding the 
review, the case may be closed by writing a memo to the working paper file documenting 
the reasons for closing the case. 

D. Reports on special studies, consulting services, and other non-routine items should be 
prepared as appropriate, given the nature of the assignment. 

E. All internal audit reports will be signed by the Internal Audit Director and transmitted 
directly to the Chancellor or President, in a timely manner. 

F. The Internal Audit Director will transmit an electronic copy of the internal audit report to 
the System-wide Chief Audit Executive. 

G. The System-wide Chief Audit Executive will present significant results of internal audit 
reports to the Audit Committee quarterly. 

H. The System-wide Chief Audit Executive will provide a copy of each report to the 
Comptroller's Office, Division of State Audit. 

 

 
 
13-09-00 Exceptions 

A. Any exceptions to the policy established herein shall be subject to the approval of 
the System-wide Chief Audit Executive and the Audit Committee. 

 
Sources 
Authority 
TBR Policy 4:01:05:00 Internal Audit; Tennessee Code Annotated; Institute of Internal Auditors 
International Professional Practices Framework 
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Approved by President’s Cabinet 11/22/21 
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